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Accessing
CM/ECF

Registered users will be given a login and password by the court. To access the
CM/ECF system, use the Netscape Navigator 4.7 or Internet Explorer 5.5 web browser.
Both court and external users can have different levels of access to screens and
functionality as determined by their needs.

STEP 1 To access the court website, open Netscape Navigator or Internet
Explorer and enter the URL (address) of the court's computer in
the browser’s Location field. (See Figure 1.)

£+ New York Southern Training System - login - Netscape

File Edit “iew Go Communicator Help

<« » 3 4 2 @Ww < A B @

Back Forward Reload Home Search Metscape  Print Security Shop Stop

=

wt' Bookmarks J‘ Location:Ihttps:a’a’nysb-test-dcn.teo.uscourts.gov#cgi-bina’login.pl

|+

Figure 1

Familiarity with browser navigation and functionality is
recommended for successful and efficient use of this system.

STEP 2 The CM/ECF CERTIFICATE NAME CHECK screen displays next.
You may see a series of security screens similar to these.
(See Figure 2.)

3 Certificate Mame Check - Hetscape _ o] x|

4 Certificate Name Check

The certificate that the site 'tywb-test-docn.teo.uscourts.gov' has presented
does not contain the correct site name. It is possible, though unlikely, that
someone may be trying to intercept your communication with this site. If you
suspect the certificate shown below does not belong to the site you are
connecting with, please cancel the connection and notify the site
administratar,

Here is the Certificate that is being presented:

Certificate for: Administrative Office of the United States
Signed by: Courts
Encryption: RSa Data Security, Inc.

Export Grade {RC4-Export with 40-bit
secret key) _Morsmnfo.. |

Figure 2
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* Click [Continue] and read the security information until the
[Finish] button appears.

STEP 3 The CM/ECF LOG-IN screen will then display. (See Figure 3.)

'ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited
and subject to prosecution under Title 18 of the U S Code. All actiwitics and access attempts are
logzed.

Instructions

Enter wour ECF login and password for electronic filing capabilities. If you do not need filing
capabilitics, enter your PACER login and password. If you do not hawe a PACER login, contact
the PACER. Service Center to establish an account. You may register online at

hitp ffpacer.pec.uscourts. gov or call the PACER. Service Center at (800) 676-6856 or (210)
201-6440

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inquiries will be charged to
your PACER login that is kept on file. I you do not need filing capabilities, enter your PACER
login and password, The Client code is provided to the PACER user as a means of tracking
transactions by client. This code can be up to thirty two alphanumeric characters long

. Authentication

Login |

Password

client cods: |

Figure 3

2 Enter your Login and Password. These fields are case sensitive.
A login of thomas should be entered the same, your password will
be assigned by the court.

2 If an error is made before submitting the screen, clicking on the
[Clear] button will delete the data and allow you to reenter
information.

L 2 Click [Login].

STEP 4 The CM/ECF MAIN MENU screen displays. (See Figure 4.)

3% Starter Database Area - Netscape == x|
File Edit WYiew Go ‘Window Help
§ Bookmarks 4 Location:[iips://eciest anwb circs.den/cgi-bin/login pl 79747047 08862305-L_962_0-1 | €37 What's Related I

relohdail Contact People “ellow Pages Download 4 Channels

- > k- a3 = = =Y 13

Back ool Peload  Home  Search  Metscape  Frri  Securty  Sioo

U.S. Bankruptcy Court
Arkansas Eastern/Western Test Database

Official Court Electronic Document Filing System

This facility is for Qfficial Court Business only. Activity to and from this site is logged. Document filings on this system are
lsubject to Federal Rule af Civil Procedure 1! and Federal Rule af Bankruptcy Procedure 901 1. Evidence of unauthorized
or criminal activity will be forwarded to the appropriate law enforcement officials under 18USC152 and 3571,

'Welcome to the U.S. Bankruptcy Court for the Arkansas Eastern/Western Test Database Electronic Document Filing System.

[This service is for attorneys and firms participating in the electronic filing system. =l
=1 |Document: Done
Mstart||| 1 & 59 || =i Morie Parrish cc:..| IModule | | S wordPerfect & - ... |[EX Starter Datab... | &3 AESd NS aiRe@® 12:28 PM
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2 Access to the various modules are provided by the Main Menu
Bar at the top of the screen. Each selection is a hyperlink to
another set of options or hyperlinks allowing one to file
documents, query, view or print a docket sheet, generate reports

or maintain the system.

2 This menu is also used to exit the system. The preferred method
to exit CM/ECF is to click the Logout hypertext link on the

CM/ECF Main Menu Bar.

Public Access

Bankruptcy case information on CM/ECF is available to the public through
participating court internet sites. For instance, the bankruptcy court in the
Eastern & Western District of Arkansas can be accessed by typing this URL,
www.arb.uscourts.gov) in the Location Box of your browser.

Inquiries can be made through Public Case Query which provides search

capabilities by case number or name.
(See Figure 5)

Query

Search Clues

Case Number I [Exarnple: 99-80013)
Last Name I [Examples: Desoto, Des™)

First Mame I
S5 I

Type 'I

—
—

NOTICE: Access to the information in this system is currently available at no charge; however, a user fee, approved by the Judicial

Conference of the United States, may be applied in the future.

Run Query | Clear
Figure 5

Additionally, Public Case Information gives anyone access to the CM/ECF Cases
Report. This information is current and is updated with activity. The selection screen for

the Cases Report is pictured in Figure 6.

Eastern & Western Districts of Arkansas

September 5, 2001
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* -
Cases Filed Report
Selection Critena™®
gTermmal Digtt: |l ;Trustee:
éCase Type: éChapter. |Office: ]
| ||Babitt, Roy
ap |7 i ||Eabitt, Roy
| bk =l [ o =l | la = ||Bailin, Marc L |
ESort by ]st| Case Number j 2nd| j 3rd| j 4thl
Entered | Discharged | Dismissed | Closed
tart 17171980 | [ I I I
End é|01x05xz001 | I | | |
* blank field means field is not used for selection
¥ Open Cases Only ¥ Show Borders on Feport
Run Report | Clear |
Figure 6
2 When an attorney or other external filer selects a menu option from Reports,

Query or the Claims Register, they will be presented with the Public Access to
Electronic Records (PACER) screen. (See Figure 7.) Users must already be

registered with the PACER system to have a login and password. Note the
information on the screen below.

Bankruptcy + Adversary + Ouery + Reports + Utilities + Logout

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inquiries will be charged to
your PACER login that 15 kept on file. If you do not need filing capabiities, enter your PACER
login and password. The Clent code 15 provided to the PACER user as a means of traclking
transactions by clent. This code can be up to thirty two alphanumeric characters long.

Authentication

Login: I

Password: I

Client code: |

™ Make this my default PACER lngin

Login | Reset |

Figure 7

2 When a copy of the Notice of Electronic Filing is mailed to each subscriber on
the case, the following message will display at the top:

***NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid later charges,
download a copy of each document during this first viewing.

Eastern & Western Districts of Arkansas September 5, 2001
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CM/ECF
Maintain User Accounts

All CM/ECF users will be given a user login and password. Individual users can be given access
to maintain their own account information through Maintain Your ECF Account. Using this option
users can update their name, mailing and e-mail addresses, e-mail preferences, phone and fax
numbers, and password. Users can therefore control the accuracy of their own information in a

timely manner.

The lesson on this module will show how a user can modify:

STEP 1

user name, address, SSN or TIN,
E-mail addresses

electronic noticing preferences
user login and passwords

L 2R 2R 2B 2

To access these functions, go to Utilities on the CM/ECF Main Menu bar.
Under the Miscellaneous category, select Maintain User Accounts.
(See Figure 1).

3 A
UECF Bankruptey  » Adversary  +  Query +  Reports o+ Utiities +  Logout Q_

(Utilities

Your Account Miscellaneous
CMECE Login Lezal Research

Change Tour Chient Code Mailings

Change Tour PACER Account  Verfy a Document
Iamtan Tour ECF Account

Revew Eillng History

View PACER Account Information

Wiew Tour Transaction Log

Figure 1

The Maintain User Account screen appears. (See Figure 2)

Maintain User Account

Last name |Eiabm First name |Jovce
Middle name |Bradley Generation
Title Typetr

OfﬁcelU.S. Bankruptcy Trustee
Address 1[P.0. Box 8064
Address 2|
Address 3

City |Little Rock State |AR Fip |72203
Country County -

Phl]l’lEI Faxl
S8SN Tax Id

Bar Id Bar status Mail group

Initials DORB AD code End date

Email information | More user information |
Submit Clear
Figure 2

Eastern & Western Districts of Arkansas November 5, 2001
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At the user account screen, the user CAN update or change the following:

. Last, First and Middle name.

. Generation (Sr., Jr., I1, 1ll, etc.,)

. Title (Attorney at Law, Esquire, etc.,)

. Office Name

. Address 1 and 2 - NOTE: Address 3 is an invalid field)
. City, State or Zip

. Country or County

. Phone & Fax numbers

. SSN

. Tax ID number

The user CANNOT update or change the following. If these items need updating the user must
contact the court.

. Bar ID number
. Bar Status
. DOB

The following items are for court use only:

. Mail group
. Initials
. AO Code
. End date
STEP 2 When you have completed the information on this screen, click on the

[Submit] button or if the user will be receiving electronic notices/e-mail,
click on the [E-mail Information] button.
(See Figure 2a.)

The E-mail information screen will allow users to specify if they want to
receive electronic notices of filings in specific cases and set certain
preferences.

—
| EE F Bankruptcy . Adversary . Query - Reports Utilities  « Logout 5

[E-mail information for Joyce Bradley Babin
Primary e-mail address [tgrecnvoodiizark. com |—|

Send the notices specified below
¥ to my primary e-mail address

¥ to these additional addresses |

Lol

[¥ Send notices in cases in which I am involved

I” Send notices in these additional cases -

& Send a notice for each filing
€ Send a Daily Summary Report
. html format for Netscape or ISP e-mail service
Format notices

© text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen | Clear

Figure 2a

Eastern & Western Districts of Arkansas November 5, 2001
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Users can request copies of all noticing on these cases or a daily Summary of all noticing
activity for cases in which the user has subscribed. All activity includes notification of
claims as well as other entries to a case. Each e-mail will include the case number and
name of the docket entry in the subject line of the mail message.

L4

L4

Enter the user's Primary e-mail address.

Send the notices specified below...

Enter the e-mail address(es) to which the notifications should be sent.
Besides your standard e-mail address, you may have notices sent to other
e-mail address(es). Users should consider special mail boxes for
CM/ECEF notices if heavy volume is anticipated.

Enter the cases for which notification should be sent. You do not have to
be a participant in a case to receive notification of activity. Trustees and
attorneys may want to be notified of transactions in cases they have an
interest in but are not active parties to the case. Court and chambers staff
can monitor cases through this process also. This list can be edited here.
It is possible to select both options.

Indicate if you want to have individual notices or a Daily Summary
Report e-mailed for the case(s) identified in the previous step.
(Notifications for claims will also be included in your mail list.) You cannot
elect to receive both separate Notices and the Summary report.

A Summary report includes the case numbers and titles of cases in which
activity occurred for that day. The text of the Summary e-mail notification
will display the docket event and the document number (including the
hyperlink). An attorney who has elected to receive Summary e-mail will
receive it even when his/her case numbers have not specifically been
listed in the e-mail setup screen.

Enter the e-mail delivery method. (See Figure 2b)

. (% html format for Netscape or ISP e-mail service
Format notices

(" text frmat for ce;Mail, GroupWise, other e-mail service

Figure 2b
The html format will include hyperlinks to the document or claim.

Text format will feature the URL of the PDF document which can be
copied and pasted into the location bar or your browser. (See Figure 2c).

Eastern & Western Districts of Arkansas November 5, 2001
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Notice of Electronic Filing
The following transaction was received from Abraham P. Bellows on 1/23/2001 at 3 :51 PM CST

Case Name: William Wonka

Case Number: 97-13259 https://bkecf-train.aottsd.uscourts.gov/cgi-bin/DktRpt.pl? 252

Document Number: 2

Copy the URL address on the line below into the location bar of your Web browserto view the document:
https://bkecf-train.aottsd.uscourts.gov/cgi-bin/show_case_doc?2,252,,169281,

Figure 2c

¢ Verify the information and click on the [Return to Account] button.

Reminder: Internet users can be given access to the screen displayed in
Figure 2a so that they can make changes to their own e-mail
address and preferences.

STEP 3 If the user wishes to change his/her password click on the [More user
information button] and the following screen will appear (See Figure 3)

EECF Bankruptcy . Adversary  + Query +  Reports +  Utiites +  Logout
Maore User Information for Joyce Bradley Bahin
Logn |babinj Last logm 10-25-2001 1042
Password [ Current login 10-23-2001 1042
Prid 66 Create date 09/24/2001
Registered [ <] Update date 092412001
Groups Trustee/ T3 Trustee
Fetum to Account screen | Clear
Figure 3
Once the password has been changed, click on the [Return to Account]
button.
STEP 4 You must click on the [Submit] button to update the Person

record/changes you have made. (See Figure 4)

Ernail informatian... | Mare user information.. |

Figure 4

Eastern & Western Districts of Arkansas November 5, 2001
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STEP 5§

The screen in Figure 5 is used to display the information that was
submitted. If you checked any of the boxes for sending notices for each
filing, or sending a Daily Summary report, this screen will indicate the
option is turned “on”.

Any additional case numbers (and hyperlinks) will be displayed under the
Case list: heading. If invalid case numbers were entered, you will receive
an error message after submitting the data and be given the chance to
back up and enter a valid number.

EECF Bankruptcy + Adversary + Query + Reports o Utiities + Logout

Updating person tecord.
Update Person Prud: 333268

The update was successil.. prd 333288 - Kerry Ledford

Updlattng user tecord
The user update was successhl

Set up automanc e-mai notfication cornplete for Kerry Ledford
Send Notfication i all cases for which you represent a party = on
Send Notfication to primary e-mai address = on

Case kst

00-10122 Dale & Dansels

(0-12243 Georee Mtephanopolous

E-tmadl notice of electrome lings for selected cases= on
Surmary e-mal = on

Primzty e-mad Address: ecfordk@aottsdwscouts gov
Addtional e-matl Address;

Figure 5

Eastern & Western Districts of Arkansas November 5, 2001
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Bankruptcy Case
Opening Procedure

This process shows the steps and screens required for the Attorney to open a
bankruptcy case on CM/ECF. The case shown in this example is a Chapter 7, no asset,
individual consumer.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

= ]
UECF Bankruptcy +  Adversary + Query ¢ Reports + Utilities + Logout o_

Figure 1

STEP 2 The Bankruptcy Events screen displays. (See Figure 2)

=
EECF Bankruptcy ° Adversary * Query * Reports =+ Utilities =+ Logout ?
Bankruptcy Events
Appeal

Claim Actions
Creditor Maintenance...
CaseUpload
Miscellaneous
Motions/Applications
Notices
Objection/Response...

Open a BK Case
Plan

Figure 2

2 Click on the Open a BK Case hyperlink.

L 2 Clicking on the (Help) icon will display information about

these categories. (See Figure 2a)

This feature is available throughout the CM/ECF application.

Eastern & Western Districts of Arkansas November 19, 2001
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Bankrupety Events

=elect one of the menu options available and subserquent screens will prompt wou for the
infermation required to:

File an answer, response, of reply to an exsting motion/application

R T n an exsting bankrptey case.
|Appea1 |File an appeal to an exsting case,

" File different documents to different (unrelated) cases at the same
el e e
|Clajm Letions |File documents related to claims that have already been filed.
Court Events File documents or docket events (e g, utility events) to which only

court users have access.

Enter the names and addresses of creditors to an exsting
Creditor WMamntenance [bankruptey case, etther mdmndually or by uploading a creditor
matrz. Alzo edit existing creditors' natmes and addresses,

|File Clatms |File a claim to an existing bankruptcy case.

|Motions;‘App]ic ations |Pile a motion or application to an exshng bankruptey case.

File the same documet to many unrelated cases at the same time
Iulti-Case Docketing |(the user must make sure that there 15 no case-spechc nformation in
this documert). (See also Batch Filings )

|Notices |Pile a notice to an existing bankrptey case.
|Open a BE Caze |Opem’Reopen a Bankruptey Case.
|Ordersf0pinions |Pile an order or an opinion to an exsting bankruptey case.

|Other |Pile a tniscellaneons document to an exsting bankruptey case.
|Plan |Pile aplan (e g, Chapter 11 Plan) to an existing banknptey case.
|Trusteer % Trustee |Pile a document related to the chapter trustee o the T3, Trustee.

Allows the chapter 7 trustee to manage histher 341 meetings, by

Trustee's 341 Filings P
Figure 2a
* To close the Help screen, click on the “X” control box in the upper

right hand corner of the Help screen.

Eastern & Western Districts of Arkansas November 19, 2001
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STEP 3 The CASE DATA screen will display statistical fields.
(See Figure 3.)

NOTE: In the Eastern/Western Districts of Arkansas the case number will not appear
until the case has been submitted. The final confirmation will reflect the case number,
debtors name, pleading number etc.. Upon viewing in queries it will show as:
1:01-bk-10048 (Division, Year, bk, case number assigned)

Bankruptcy

Open New Bankruptcy Case

Case Number l—

Office [Batesvile |

Date Filed M
Chapter |7__v,
Joint Petition [0 7]
Case Type lm
Deficiencies ln_j

Next Clear

Figure 3

2 The case number is generated automatically, skip this field.
2 Select Office from the pick list or skip to accept the default.
2 The current date is displayed in the Date Filed box.

. To backdate this filing enter the correct date in the format
mm/dd/yyyy or mm/dd/yy, including the forward slashes.

2 Select the Chapter from the pick list box.

2 The default value for Joint is n (no). For a Joint filing selecty
(yes).

2 The Case Type always defaults to bk. There is no other option.

2 The Deficiency box will always default to n (No). The deficiency

will be docketed as a separate event after the case is open.

2 When this screen is correct, click on the [Next] button to continue.

Eastern & Western Districts of Arkansas November 19, 2001
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STEP 4 The SEARCH FOR A PARTY screen displays. (See Figure 4.)

EECF Bankruptcy +  Adversary + Query + Reports + Utilities + Logout
Open New Bankruptcy Case

Rearch for a party

SSN | Taxld [
Last/Business name IDan1els|

Search | M

End party selection |

Figure 4

2 To prevent duplicate person records, a search of the database for the
filer is recommended. One can search by Social Security Number, Tax
Identification Number, Last Name or Business Name. The system will
respond faster if you use the SSN, TIN or Bar ID.

. Enter the last name or the first few characters of the last
name to search. The entire business name is stored in the
Last/Business name field. The field size is 80 characters

Search Hints:

. Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Searching is case sensitive. (Smith, not smith)

. Include punctuation. (O’Brien)

. Try alternate search clues if your first search is not successful.

. Partial names can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)

. A question mark (?) represents a wild card for one character only.

. An asterisk (*) is a wild card for any number (or none) characters.

. The asterisk * should not be used by itself. It will search ALL records in the
database and use unnecessary system resources.

Eastern & Western Districts of Arkansas November 19, 2001
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2 Enter the debtor’s last name in the Last/Business name field and
click on the [Search] button to continue.

* REMEMBER: This field is case “sensitive”

STEP 5 If there are no matches, the system will return a No Person
Found message. (See Figure 5.)

EECF Bankruptcy « Adversary + Query + Reports + Utilities + Logout

Search for a party

SSN I TaxId
Last/Business name I

Search | Clear |

Party search results

No person found.

Create new party |

Figure 5

2 If the party is already on the database, select it by clicking on it
with your mouse.

2 If the party is not already on the database for this exercise,
proceed to add the debtor by clicking the [Create New Party]

button.

Eastern & Western Districts of Arkansas November 19, 2001
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STEP 6 The PARTY INFORMATION screen displays. (See Figure 6.)
tParty Information - L]
Last name |[Tinkerbeall First name [Tiny
Middle name ,7 Generation | Title |
SSN [777-11-5522 222.11-1234 Taxm [
Office | Address 1 |1 Largo Rd.
Address 2 | Address 3 |
City [patesville State [ar zip [rz201
County lm Country li
Phone l— Fax l—
E-mail |
ProSe [no = Role [Debtor (db:pty) =
Party text |

Add all aliases before
Aliss.. | Review.. | o bution

E Subm\tl Cancell C\earl L

Figure 6

2 Enter the debtors Name and Address information in the appropriate boxes.

2 Select the debtor’'s County of residence from the pick list.
NOTE: Type the first letter of the county name for a faster search.

2 For this example, leave pro se as no.

2 When adding a party, the Role Type always defaults to Debtor.
To change the Role Type, expand the pick list by clicking on the
down arrow and select the correct party role.

2 Enter further descriptive text in the Party Text field, if appropriate.
(A Connecticut Corporation, Guardian of the State, etc.)

2 If the party has an alias, click on the [ALIAS] button. If NOT

continue with selection of attorney.

STEP 7 The ALIAS screen appears. (See Figure 7)

Eastern & Western Districts of Arkansas November 19, 2001
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EEC F Bankruptcy + Adversary + Query « Reports - Utilities -« Logout
New Alias Information

| Last/Business name First name Middle name |Generation Role
1 EIDsniels élevidI I I Iaka ﬂ
2 I | | [ o
e I | | faka =]
Al I [ l Jaka =]
5 [ [ [ e =

: Click the A dd ali; button to retusn to the Parts o add

MI M mnie a]ieasas, adda::tsnrr:ayz?anodreslﬁufaﬂ ;fnnfa;;ﬁ?gragdsapmy

Figure 7

2 You can enter up to 5 alias records on this screen. Alias Role
selections include aka, dba, fdba, fka.

2 Click on the [Add aliases] button.
NOTE: If the party has more than 5 aliases, click on the

[Alias] button again and repeat the process as
many times as needed.

STEP 8 The PARTY INFORMATION screen appears once more. (See
Figure 8.)

{Party Information £
Lastname [Tinksrbell First name |Tiny
Middle name l— Generation ,— Title ,—
SSN [777-11-5522 222-11-1234 Tax [
Office | Address 1 [L Largo Rd.
Address 2 | Address 3 |
City [pacesviiie State = zip [Fraer
County ,m Country ,—
Phone l— Fax ,—
E-mail |
ProSe m Role |Debtor(db pty) Ll
Party text |
e, | _Reere | e
© Submit Cancel ﬂl =
Figure 8

Eastern & Western Districts of Arkansas November 19, 2001
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L 2 At any time, clicking on the [Review] button presents a screen
summarizing the alias activity for this debtor. (See Figure 8b.)

)
EECF Bankruptcy * Query * Reports * Utilities * Logout ’,
Attorney(s) added:

None added.

Alias(s) added:
¥ Tinkerbell, Tiny One {fka)

Retum o Party screen ‘ Clear | Tncheck to remove from Lt

Figure 8b
2 Verify the information.
2 Click on the [Return to Party Screen] button to continue.
STEP 9 The PARTY INFORMATION screen will return again. (See Figure
9)
‘Party Information . 1=
Last name [Tinkerbell First name [Tiny
Middle name | Generation |  Title |
SSN [777-11-5522 222.11-1234 Taxm [
Office | Address 1 [1 Largo Rd.
Address 2 | Address 3 |
City [patesville State [rR Zip [7zz01
County [Geron =] sy |
Phone | Fax [
E-mail |
ProSe [no ~| Role [Debtor (db:pty) =]
Party text |

Add all aliases befors
_Mias | _Review | clicking the Submit button,
© Submit Cancel Clear 1]

Figure 9

L 2 If you are finished adding information for this new party, click on
the [Submit] button to continue with Case Opening.

Eastern & Western Districts of Arkansas November 19, 2001
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NOTE:

STEP 10

If this were a joint filing, a JOINT DEBTOR PARTY screen
would appear next. (See Figure 5 and continue process
as new party.) The screen for search party for JOINT
party will appear, continue process.

The STATISTICAL DATA screen appears next. (See Figure 10)

=
EECF Bankruptcy *  Adversary * Query * Reports * Utilities * Logout ?

Open New Bankruptcy Case

Type of debtor ¥ Individual: I Corporation I Parinership ™ Other

I Railroad I Stockbroker ™ Commodity Broker

Fee status |Paid M
Asset notice |No i

Nature of debt |consumer »
Estimated number of creditors |1-15 5
Voluntary |voluntary -
Estimated assets |$0-$50,000 B
Origin |Criginal g . oo o
stimated debts |1 $0-$50,000 5
Date split/transfer
INext Clear
Figure 10

Select the Type of Debtor by clicking in the appropriate box(es).

Fee Status values are Paid and Installment. If the petition is
accompanied by an Application to Pay Filing Fees in Installments,
choose Installment from the pick list. For this lesson, select
Installment.

Designate the Type of Debtor as Consumer or Business.

The default value is for a Voluntary Petition. For Involuntary
Petitions, select Involuntary from the pick list.

Enter the correct Origin code from the values Original, First
Reopen, Second Reopen, Third Reopen, Split or Inter-District
Transfer. No action is necessary if this is the first filing; the
default value of Original is correct.

If a value other than Original is selected, the user will be
presented with another pick list on the following screen.
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2 Date Split/Transfer is only necessary when a joint debtor splits
from the original case or if this case was transferred in from

another district.

2 Choose Y (yes) or N (no) for Asset notice designation.
2 Select the range of Estimated Creditors from the pick list.
< 1-15
« 16-49
+ 50-99
« 100-199
+  200-999

. 1,000 - over

2 Select the correct dollar range for Estimated Assets.

+ Under $50,000

. $50,001 - 100,000

. $100,001 - 500,000

. $500,001 - 1 million

. $1,000,001 - 10 million

« $10,000,001 - 50 million
+ $50,000,001 - 100 million

«  More than $100 million

2 Select the correct dollar range for Estimated Debts.

+ Under $50,000

. $50,001 - 100,000

. $100,001 - 500,000

. $500,001 - 1 million

. $1,000,001 - 10 million

« $10,000,001 - 50 million
« $50,000,001 - 100 million

«  More than $100 million

2 Click [Next] to continue.

Eastern & Western Districts of Arkansas
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STEP 11 The PDF DOCUMENT SELECTION screen appears.
(See Figure 11)

EECF Bankruptcy  *  Adversary * Query * Reports * Utilities * Logout

Open New Bankruptcy Case

Select the pdf document (for example: C:1199¢v501-21.pdf).
Filename

| Browse..

Attachments to Document: ® No © Yes

Figure 11

2 To associate an imaged document to this entry follow these steps:

* Click [Browse], then navigate to the directory where the
appropriate PDF file is located and highlight it with your
mouse. (See Figure 11a.)

2Ix]p

I File Upload

amended maotion. pdf

application to pay filing fee installments. pdf T statement of financial affairs. pdf

APPLICATION.FDF ﬁstatement of intent.pdf

Contract Agreement. pdf Tl summons pdf

] Creditars.ta

[l Craditors.wpd

[Emotion or objection. pdf

BIMOTION TO ABANDON. PDF

EOb]ed\on.pdf
order. pdf

petition. pf

proof of claim. pdf

Bschedules pdf

Figure 11a

* To make certain you are about to associate the correct PDF
file for this entry, right-click on the filename with your mouse

and select Open. (See Figure 11b)
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» This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the document is
correct.

7 Starter Database Area - Netscape — = x|
File Edit Wiew Go Window Help

¢ Bookmarks J Location [tps./fecttest anwh circs.denfegi-hin/laginpl 7361 525391-L_962_0-1 -] 7 What's Felated I
Webhdail Contact Feople Yellow Pages Download 4§ Channels Untitled Docume
- a3 i S 2 =1 & 3

Back  fowed  Reload  Home  Search Metscope  Print  Securty  Siop

A gy

File Upload 2x|

Open New B

Lok in: ['-4 CMECF Train- PDF's o ~=memEr

TJamended motion pof FShortcut to petition. pdf
Tlapplication ta pay filing fee instaliments.pef Tlstatement of financial affairs.poif
TIAPPLICATION. PDF Tlstatement of intent. pdf

Tl Contract Agreement. pdf Tlsummans. pdf

2] Creditars.txt

T Creditors wpdl

Tmation or abjection. pdf

Select the pdf dc

Filename

L:\CMECF Trai

Attachments to

Blsched N netware Capy.

Scan for Viruses
Open With g

[~ o]
File naime o et ta zip B pen I
Files ofty & Add to order. zip [ Cancel
@& Zip and E-Mail order zip 4
Send To b
Cut
Copy

Create Shortcut
Delete

Ell |Document: Dane Rename

Astan ||| 1] & & || Smodule | i Properies e | | R wordperfect 8- L. | [&y A5 miRe  2:38 Pi
Figure 11b

Close or minimize the Adobe application and if that is the correct file, click Open
on the File dialogue box.

2 There will be no attachments in this exercise. Attachments will be
covered in another lesson. Therefore, leave the radio button
indicating No.

L 2 Click [Next] to continue.

STEP 12 The DOCKET TEXT screen displays. (See Figure 12)

EECF Bankruptcy *  Adversary * Query * Reports * Utilities * Logout ?
Open New Bankruptcy Case

Docket Text: Modify as Appropriate.

Chapter 7 Voluntary Petition, Filing fee in the amount of $200.00 required. Filed by Andrea
Redmon on behalf of Tiny Tinkerbell . (Redmon, Andrea)

M Clear

Figure 12
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g Confirm that all is correct, click on Next to continue

STEP 13 The FINAL TEXT SCREEN DISPLAYS, THIS IS YOUR LAST
WARNING BEFORE SUBMITTING THIS TRANSACTION. (See

Figure 13)
1
E CF Bankruptcy *  Adversary * Query * Reports ¢ Utilities ¢ Logout ?

Open New Bankruptcy Case

Dochet Text: Final Text

Chapter 7 Voluntary Petition. Filing fee in the amount of $200.00 required. Filed by Andrea
Redmon on hehalf of Tiny Tinkerbell. (Redmeon, Andrea)

Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

d Clear

Figure 13

L 2 To abort or restart the transaction, click on the Bankruptcy Events
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.

2 If the docket text is correct, click on the [Next] button to continue.

STEP 14 The NOTICE OF ELECTRONIC FILING screen is then generated.
(See Figure 14)
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SECF

Bankruptcy  *

Logout "}

Adversary * Reports *  Utilities

Query *

Open New Bankruptcy Case

Notice of Bankruptcy Case Filing

The following transaction was received from Redmon, Andrea on 11/1/2001 at 3:21 PM CST

Case Name:
Case Number:

Docket Text:

Tiny Tinkerbell
1:01-bk-10780
Document Number: |

Chapter 7 Voluntary Petition. Filing fee in the amount of $200.00 required. Filed by Andrea Redmon on behalf of Tiny
Tinkerbell. {Redmon, Andrea)

The following document(s ) are associated with this transaction:

Document description:Main Document

Original filename:L:/CMECF Train- PDF's/petition.pdf

flectronic document Stamp:

'STAMP bkecfStamp [D=990647545 [Date=11/1/2001] [FileNumber=12925-0] [
1a6902086901978e34bc9Tetfe3d6c312748a803e02edf62£395a8199279d48591a3 8t
2963546al4da2 786cc09261476213886a3d87c132¢88fadcdb303aa57]]

Figure 14

The Notice of Electronic Filing is the verification that the filing
has been sent electronically to the court’s database. It
certifies that the petition is now an official court document.
Future access to this notice is available from a docket sheet, a
query or the calendar, or the Events Calendar.

Eastern & Western Districts of Arkansas
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This certification was created in addition to the standard electronic
notice. It also displays the debtor(s), attorney, trustee, case
number, file date of the case opening information. (See Figure 14a)

NOTE: It can be used as an official notice of stay to stop
foreclosures and other creditor actions. It can be saved or
printed at the time of filing.

‘ C F Query Reports o Utilities Logout ?p

United States Bankruptcy Court
Arkansas Eastern/Western Test Database

I's

Notice of Bankruptcy Case Filing

FILED

A bankruptey case concerning the debtor(s) listed below was filed under Chapter 7 of the Electranically

United States Bankruptcy Code on 11/01/2001 at 3:21 PM. 11/01/2001
3:21 PH

Tiny Tinkerbell

1 Largo Rd.

Batesville, AR 72201
SSN: 777-11-5522

fra
Tiny One Tinkerbell

The case was filed by the debtor's attorney:

Andrea Redmon

10 Main Street

Little Rock, AR 72203
{301) 918-0000

Figure 14a

The Notice of Bankruptcy Case Filing hyperlink appears at the top of the Notice of
Electronic Filing. Clicking on this hyperlink reveals a notice summarizing the
pertinent details and participants of this case.

NOTE: The time of day, as well as filing, will print on
the seal when an attorney files the petition.
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L 2 Clicking on the Case Number hyperlink (01-10078) of the
Notice of Electronic Filing will allow you to generate a docket
report for this case.

2 To print a copy of this notice, click the browser [Print] icon.

* To save a copy of this receipt, click [File] on the browser
menu bar and select Save Frame As.

2 This certification is available for future viewing and printing
from the Query module.

2 To print a copy of this notice, click the browser [Print] icon.

* To save a copy of this receipt, click [File] and Save As on the
browser menu.

2 Trustee and Attorney users will have access to the Notice of
Electronic Filing at the time of their filing. Subsequent access
to any Query or Report programs, including the Notice of

Electronic Filing, must go through the PACER system. (See
Figure 16)

2 When an attorney or other external filers selects a menu
option from Reports, Query or the Claims Register, they will
be presented with the Public Access to Electronic Records
(PACER) screen. (See Figure 16)

=
EECF Bankruptcy . Adversary * Query * Reports <+ Utilities * Logout ?

PACER Login

Notice

This is a Restricted Web Site for Official Court Business enly. Unauthorized entry is prohibited
subject to prosecution vnder Tide 18 of the ULS. Code. All activities and access attempts are
logzed.

Instructions

Enter your ECF login and password for electronic fling capabilities. I you do not need fling
capabilities, enter your PACER login and password. Tyou de not have a PACER login, contact
the PACER Service Center to establish an account. ¥ou may register online at

bttpofpacer. pre.uscourts gov or call the PACER Service Center at (300) 676-6856 or (210)
301-6440

An access for of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for aceess to this service. Allinquiries will be charged to
your PACER login that is kept on file. If you do not need filing capabilties, enter your PACER
login and password The Client code is provided to the PACER user as a means of fracking
transactions by client. This code can be up to thirty two alphanumeric charasters long,

Authentication

Login:
Password:

Cliert code: |

Figure 16
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Users must already be registered with the PACER system to
have a login and password. Note the information on the
screen below.

When a copy of the Notice of Electronic Filing is mailed to each subscriber on the
case, the following message will display at the top of the notice:

***NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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Uploading a List of Creditors

A List of Creditors contains the names and addresses of creditors. This information is
used for noticing. The List of Creditors must be in an ASCII text format, usually a .txt
file, before it can be successfully uploaded. All other file types within CM/ECF will be
portable document format (PDF) files. The process of uploading a list of creditors .txt file
is described below.

STEP 1 After accessing the CM/ECF system using the Netscape
Navigator or Internet Explorer web browser, click on the
Bankruptcy hypertext link. (See Figure 1.)

= Y
UECF Bankruptcy + Adwversary + Query + Reports « Utilities + Logout o_

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

R
E CF Bankruptcy *  Adversary  * Query * Reports ¢ Utilities * Logout 9
Bankruptcy Events
Appeal
Claim Actions
Creditor Maintenance...

CaseUpload
Miscellaneous

Motions/Applications
Notices
(bjection/Response..

Open a BK Case
Plan

Figure 2

2 Click on the Creditor Maintenance hyperlink.

STEP 3 The CREDITOR MAINTENANCE screen displays. (See Figure 3.)
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= Bankruptc
SECF prey

Creditor Maintenance

Enter indrndual creditors

Teload a creditor matres file
Edit creditors

Figure 3

2 Click on Upload a creditor matrix file hyperlink.
STEP 4 The case verification screen appears, confirm and click next
(See Figure 4)
| EECF Bankruptcy Adversary * Query * Reports Utilities * Logout ?
Creditor Processing - Upload a File Method
Case Number
[PI-10510 | 9912345, 1:99-bic- 12345 or 1-99-bk-12345
M Clear
Figure 4

STEP 5§

SECF

The UPLOAD A FILE screen displays. (See Figure 5.)
Load Creditor Information

Bankruptcy — *  Adversary

* Query * Reports *

-
Utlties * Logout 2
Case mumher 01-10780
Enter name of file and click on Next
B
Example: c:\creditor.scn I ﬂl
M Clear
Figure 5
4

Enter the case number in yy-nnnnn format, including the hyphen.
NOTE:

If the system prompts that you have entered an invalid

case number, click the browser’s [Back] button and enter
Eastern and Western Districts of Arkansas

September 5, 2001
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the correct number.
2 Click the [Next] button to continue.

STEP 6 The LOAD CREDITOR INFORMATION screen will display. (See
Figure 6)

=)
Bankruptcy  * Adversary ¢ Query * Reports * Utilities * Logout 9

Load Creditor Information

Case number (1-10780

Enter name of file and click on Next
Example: c:\creditor.scn

Figure 6

]L:\CMECF Train- EDE's\(Crediters.tat Browse...

There are two methods to enter the directory and file name of the List of
Creditors.

2 Type in the full path of the directory and filename of the List of
Creditors file. Or, alternatively,

* Use the Browse feature to navigate to the appropriate directory
and file of the List of Creditors file. To do this:

. Click on the [Browse] button to display the FILE UPLOAD
screen.

. Click in the Look In box and select the appropriate drive
name.

. Change Files of types: to Text (.*txt) or All Files.

. Highlight the appropriate text file with a click of the mouse.

. For quality assurance, right-click with the mouse and
select Open from the pick-list that is displayed. (See Figure
5b.)

Verify that this is the correct matrix file for this case. Close
or minimize the Adobe Acrobat reader by clicking on “X”
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in the upper right-hand corner.

Fielpload —— BH|
Lank in: Ia M atrices j ﬁl
Eifon-ioi2z
0010124, Ooiect
0040120, T
=] 00-91325. © Print
Corel Yersions k
el Add to Zip
B Add to 0010122 zip
3 Zip and E-Majl 00-10122. zip
File name: Scan for Yiruses. . Open I
Filez of type: Send To 3 —Ll Cancel |
Figure 6a
. If correct, double-click the .txt file to select it or click on the
[Open] button to attach the matrix file to the bankruptcy
case.
2 Click on the [Next] button to continue.
STEP 7 The TOTAL CREDITORS ENTERED screen appears.

(See Figure 7.)

> Bankruptcys

Add Creditor{=s)

Total Creditors Entered X

Figure 7

2 If the total number of creditors entered is not the same as the total
number of creditors on the submitted matrix, click the browser’s
[Back] button and research the error.

2 If the total number of creditors displayed is correct, click on the
[Submit] button.
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STEP 8 The CREDITOR RECEIPT screen displays. (See Figure 8.)

EEC F Bankruptocy - A

Creditors Receipt

|Case Mumber |o0-10211

| Total Creditors Added to Database 62

File A Proof OFf Claim

Eeturn To Creditor hlaintenance Iwlenu

Figure 8

2 The information displayed confirms the number of creditors added
to the case.

STEP 9 Click on the Return to Creditor Maintenance Menu hyperlink to
continue and repeat steps 4 - 6 for each List of Creditors. If there
are no other matrices to add, select Logout or select another
option on the Main Menu Bar.

To view listing of creditors:

STEP 10 Select Query from the Main Menu Bar

NOTE: The Login for Pacer will appear, type in your Login, Password, client code
and continue to the next step.

~
Bankruptcy = Adversary = Query = Reports - Utilities o Logout ?

Notice

Thiz is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited
subject to prosecution under Title 18 of the T.S. Code. All activities and access attempts are
logged.

Instructions

Enter your ECF login and p i for el filing capabilities. If you do not need
capabilities, enter your PACER login and password Ifyou do not have a PACER login, contact
the PACER Service Center to establish an account. You may register online at
httpfpacer.psc.uscourts gov or call the PACER Service Center at (800) 676-6856 or (210)
301-6440

L access fee of 8.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this serwice. All inquiries will be charged to
your PACER login that is kept on file. Ifyou do not need filing capabilities, enter your BACER
login and password. The Client code is provided to the PACER user as a means of tracking
transactions by chient. This code can be up to thirty two alphanumeric characters long,

" Authentication

Login: [

Password

| Clientcode: |
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STEP 11

STEP 12

STEP 13

Type in the case number and select “RUN QUERY”. The Query
screen will appear.

Select Creditors Hyperlink, the creditors selection screen will
appear.

Select creditors for creditor type and click “RUN QUERY”.
The listing of creditors will appear.
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Application To Pay
Filing Fees in Installments

This lesson explains how to docket an application to pay filing fees in installments using
the electronic case filing system (CM/ECF).

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu. (See
Figure 1.)

EECF Bankruptcy  +  Adversary  Query + Reports -« Utilities « Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

EECF Bankruptcy  + Adversay o Query o+ Reports o+ Utiiies +  Logout

Bankruptey Events
Appeal
Clam Actiong
Creditor Mamfenance..
Casellpload
Miseellangous
MotionsfAnpliations
Notices
ObjechonResponse..

Open a B Case
Plan

Figure 2

2 Click the Motions/Applications hyperlink.

STEP 3 The CASE NUMBER screen displays. (See Figure 3.)
EECF Bankruptcy + Adversary + Query + Reports « Utiities + Logout ?

File a Motion

Case Number

|‘1-D 1-bk-10204 09-19345, 1 99-le 13545 0 1-99-b 12345
Mext | Clear

Figure 3
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2 Enter the correct case number (yy-nnnnn) including the hyphen.
Click [Next].
STEP 4 The MOTION SELECTION screen displays. (See Figure 4.)

Bankruptcy  + Adversary + Query + Reports « Utilities + Logout

File a Motion

4:01-ble- 10204 Sharon Ttley

Limit Motice N
Wodify Plan

Wlodify Plan and Add Creditor(s)

Wlore Definite Staterment

F‘reliminary Injunction
Prohibit Use Cash Collateral I

Figure 4

2 Scroll down to display the order Pay Filing Fees in
Installments event.

L 2 Highlight the event and Click [Next] to continue.

STEP 5 The ATTORNEY JOINT FILING screen displays. Click [Next] to
continue.
STEP 6 The SELECT PARTY screen displays. Highlight the party/debtor

the application is being filed on behalf of and click [Next] to
continue.. (See figure 6)

EE F Bankruptcy »  Adversary e Query - Reports -« Utilities -« Logout
File a Motion:

4:01-bl-10204 Sharon Utle

Select the Party:
Dupre, Warren E. [trir] <

ELtley, Sharon [pty: db]

AddiCreate MNew Party

Next | Clear

Figure 6
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STEP 7 The PDF DOCUMENT screen displays. (See Figure 7a.)

EECF Bankruptcy + Adversary +  Query Reports +  Utiities +  Logout

File a Motion:
4.01-bk-10204 Sharon Utley

Select the pdf document (for example: C199cv301-21 pdf).
Filename

| Browse

ttachments to Document; & Mo © Yes

Figure 7a
STEP 8
. Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your
mouse.
. To make certain you are about to associate the correct

PDF file for this entry, right-click on the filename with your
mouse and select Open. (See Figure 7b.)

Fie Uplood |
Laak: jr: |EPdf j EI

R &NSWER. pdf T Motion. POF T TrustesFinalbee. pf
Y A mee o=, D||:I|:Il:":

T CertSve. POF Select

() Complaint pef WI
'@ Declaration.p Print

T HearingNte. P Carelersions k
i AddtoZip
i Add to Application. zip
E E i Zip and E-Majl Application. zip oo I
' Scan for Wiruzes. .
Filez of twpe: F TI Eaper
Send To » —I
Figure 7b
. This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document
is correct.
. Close or minimize the Adobe application after verifying the
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correct file and click Open on the File Upload dialogue

box.
(See Figure 7c.)
File Upload EE|
Lookin: |3 Pof = £
R 4N SWER. o T M ation. POF T TrustesFinaléce. pdf
pplication. PO R i [l T valp.pdt
" CentSve. POF T Order. pf
E Complaint. pdf E ProofClaim. pdf

'@ C eclaration. pdf '@ Schedules. pdf
T Hearingttc. POF - TR SUMMONS pdf

Files of type: [l Files (=) =] B

File name: I.-'l‘-.pplicati-:un.F'DF Open [ I

Figure 7c

&  Click [Next].

STEP 9 The LINKING screen displays (See Figure 10.)

2 ~)
UECF Bankruptcy +  Adversary + Query + Reports o+ Utilities + Logout ?

File a Motion:
4:01-bk-10204 Sharon Tey

I | Dioes this filing refer to an exsting document in this case? (If yes, click on the box)

NOTE: [F'the event you are docketing is an answerfresponse, you will be protapted ot a subsequent screen for its related
motion. Therefore, do not click on this box to establish a relationship to the motion you are answermg,

Figure 9

This application should not refer to an existing document in the
case (do not check this box at this time).
2 Click [Next] to continue.

STEP 10 The FINAL TEXT EDITING screen will then display.
(See Figure 10.)
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SECF

File a Motion:

)
Bankruptcy + Adversary + Query + Reports + Utilities + Logout ?

4:01-bk-10204 Sharon Ttley

Docket Text: Modify as Appropriate.
I 'l Application to Pay Filing Fee in Installments

Angela)

Figure 10

. Filed by Kent Pray on behalf of Sharon Utley . (Littrell,

2 Review the docket text carefully and ensure the information is
correct.

L 2 Use the pre-fix box to add more information if appropriate.

NOTE:

To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

2 If the information displayed in the docket text is correct, click
[Next] to continue.

2 The FINAL WARNING text screen will appear, click [Next] to
continue.

STEP 11 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 11.)

Bankruptcy . Adversary o Query Reports +  Utlities +  Logout

Case Name:
Case Number:

Daocket Text:

4.01-bk- 10204 Sharon Uley

[etice of Electronic Filing
[The following transaction was recerved from Littrell, Angela on 11/20/2001 at 1041 AM C3T
Sharon THley

401 -ble- 10204
Docurment Number: 8

Lpplication to Pay Fiing Fee in Installments. Filed by Angela Littrell on behalf of Sharon Utley. (Littrell, Angela)

2 Clicking on the case number hyperlink on the Notice of Electronic Filing will
present the docket report for this case.
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Application To Employ

For Attorneys

This lesson shows the steps of submitting an Application to Employ filed by an attorney.
The same process can be applied to filing other motions or applications.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

=
Bankruptey  » Adversary  +  Query ¢ Reports o Utlitles ¢ Logout o_

Bankruptey Events
Lopeal
Clatm Actions
Credtor Mantenance.
Caselpload
Miscellansous
Mottons/ Apphicanons
otices
ObgectionResponse

COpenaBE Case
Plan

Figure 2

2 Click the Motions/Applications hyperlink.

STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

)
Bankruptey  » Adversary +  Query o+  Reports »  Utliles +  Logout ?

Case Number

(1-1083% L7545, 199-HH 1005 o | 9.1 2548
M Clear

Figure 3

g Enter the case number in YY-NNNNN format.
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L 2 Click [Next].
STEP 4 The DOCUMENT SELECTION screen displays. (See Figure 4.)
Bankruptcy Adversary Query » Reparts Utiities  +  Logout ?
#:01-bk-10896 Julie Ann Yellowbird
Cantinue Meeting of Creditors B
Defer Fee
Deposit Funds into Court Registry =
Distiss Case
Dismiss Debtor
Disrniss Party
Dismiss/ithdraw Document
Figure 4
L 2 Scroll the File a Motion box to select the Employ relief.
NOTE: To locate your event quickly, type the first letter of the
entry (E for Employ) and the highlight bar will immediately
select the first event beginning with E.
L 4 Click [Next].
STEP 5 The attorney JOINT FILING screen will then display.
(See Figure 5.)
EECF Bankruptcy Adversary  + Query +  Reports Utlities +  Logout ‘?
File 2 Motion:
4:01-bk-10896 Julie Ann Yellowbird
I” Tont filing with other attorney(s)
Figure 5
2 This screen is used only if another attorney is joining in a filing. If
you are the only trustee/attorney filing this application, skip this
screen.
2 If this is a joint filing and the box is checked, a listing of attorneys
presently on the case will be presented for selection.
L 2 Click [Next].
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CM/ECF Attorney
STEP 6 The PARTY SELECTION screen will be presented listing all the
participants presently on this case. (See Figure 6.)
Bankruptcy + Adversary +  Query + Reports  +  Utlities +  Logout ?
4.01-bk-10896 Julie Ann Yellowbird
Select the Party:
Juli Add/Create New Party
Figure 6
2 Locate and select the party you are filing on behalf of in the Party
Selection window. Click [Next] to continue.
STEP 7 The PDF DOCUMENT SELECTION screen displays.

(See Figure 7a.)

Logout q

Bankruptcy . Adversary o Query + Reports «  Utilities

4.071-bk-10896 Julie Ann Yellowbird

Select the pdf document (For example: C1199cv501-21 pf)
Filename

| Brawse

Attachments to Document: & No © Tes

Figure 7a

2 Click [Browse], then navigate to the directory where the
appropriate PDF file is located or type the entire directory path.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your

mouse and select Open. (See Figure 7b.)
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Fevood __________________Wam|
Look jr: |'ElPdf j ﬁl

) ANSWER. pdf T Mation. PFDF T TrusteeFinalbce. pdf
=" olp. pdf

L mmr

@ CenSvc.POF Select

(] Complait wl

'@ Declaration.p Erirt

E Hearinghltc. P Corel Versions L
&l AddtoZip

Bl Add to Application.zip

ETR— F Bl Zip and E-Majl Application. zip e I
Eles e F Scan far Yinses... j‘, e |

SendTo »

1)

Figure 7b

. This will launch the Adobe Acrobat Reader which will
display the contents of the imaged document. Verify that
the document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the FILE UPLOAD dialogue
box. (See Figure 7c.)

File Upload HE|
Look in: I A Pdf j gl
T ANSWER. pdf = Motion PDF B TrustesFinalbce pdt
- pplication. PO F R e NSRS T olp.pf
T CetSve. PDF T Order. pdf
'@ Complaint. pdf '@ ProofClaim. pdf
'@ Declaration. pdf '@ Schedules. pdf

T Hearngttc PDF T8 SUMMONS.pdf

File name: I.-'l'-.pplicati-:un.F'DF Open [ I

Files of tupe: I.-'l'-.II Files [*.7] j Cancel
Figure 7c
* To illustrate the feature of CM/ECF that allows attachments to

the main document, click the Yes radio button to the right of the
Attachments to Document prompt to attach additional
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supporting documents to the motion.* (Refer again to Figure 7a.)

NOTE: Please note that the PDF file for the Application to Employ
is not an attachment. An attachment is another
supporting document, such as affidavits or exhibits.

An attached document will be referenced in the docket
text separately, and the attached image will be accessible
by a separate hyperlink within the docket text.

L 2 Click [Next] to continue with the attachment process.

STEP 8 If you selected the yes radio button, the ATTACHMENT
screen is presented next. (See Figure 8.)

EECF Bankruptcy . Adversary o Query -« Reports «  Utiitles +  Logout ?

File a Motion:

£.01-bk-10896 Julle Ann Yelowbird

Select one or more attachments.

1) Enter the pdf document that contains attachment (for ezample: Clappendix pdf)

Filename

LACMECF Train- POF'shContract Agree  Browse..

2) At your option, select a document type andlor enter a description.

Type Description

|Afﬂdavw j Ifmm Accountant

3) Add the flename to the list box below. IE you have more attachments, go back to Step 1. When the lst of filenames 15 complete, click on the Nezt button
Addto List
Remove from List

Mext

Figure 8

2 There are three steps to the attachment process:

1. Click [Browse], then navigate to the drive and directory

where the appropriate PDF file for the proposed order is
located and select it with your mouse.

. To make certain you are about to associate the
correct PDF file for this entry, right click on the
filename with your mouse and select Open. This
will launch the Adobe Acrobat Reader to display
the contents of the imaged document.

. Double-click the PDF file to select it.
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. Verify that the document is correct and minimize or
close the Adobe application by clicking on “-“ or “x”
in the control box in the upper right hand corner of
the PDF document.

2. Select Affidavit as the attachment type from the drop
down list.

. You may enter a description in the Description
Box. This is court-specific styling. For instance if
you were using an attached exhibit, you would
enter “A “ to signify this is Exhibit A. This
description goes into docket text.

3. You must click [Add to List]. The path and file name are
added to the List box. It is possible to add multiple
attachments at this time by repeating steps 1 - 3..

L 2 Click [Next].

STEP 9 A DOCUMENT INFORMATION screen displays next.
(See Figure 9.)

=
Bankruptcy [ Adversary  + Query + Reports +  Utiities +  Logout o_
H

401-DkA0896 Julie Ann Yellowbird

[ Daoes this fling refer to an existing docuret i this case? (I yes, click on the box)

NOTE: Fthe event you are docketing 15 an answer/response, you wil be prompted on a subsequent screen for its related motion, Therefore, do not click on this
boz to establish a relationship to the motion you are answeting.

[Enter Hame of Person to be Employed [Andy Lee
Enter Type of Posttion jAccauntant

Figure 9

* The information typed in the windows displayed above will appear
in docket text.

2 Click [Next] to continue.
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STEP 10

STEP 11

*

2

The MODIFY TEXT screen will display a supplemental text box
and a prefix box to add more detail to the docket text.
(See Figure 10.)

z ]
UECF Bankruptey  +  Adversary  «  Query o+ Reports o Utiities .+ Logout o

File 2 Motion:
401k 10836 Julie Ann Yellowbird

Docket Text: Modify as Appropriate.

I Application to Employ Andy Lee as Accountant Flledhy A, Jan Thomas on

hehalf of Julie Ann Yellowhird . (Attachments: # (1) Affidavit from Accountant) (Thomas, 4.)

Figure 10

Click the down arrow V¥ to display the prefix options.
Select a descriptive prefix, if it is appropriate.

. Click [Next] to continue.

The FINAL APPROVAL screen will appear. (See Figure 11.)

3 A
UECF Bankruptcy ~ « Adversay  +  Query +  Reports «  Utiities +  Logout Q_

File a Motion:
401-0k- 10896 Julle Arn Yellowhird

Docket Text: Final Text

Application to Employ Andy Lee as Accountant Filed by A. Jan Thomas on behalf of Julie Ann
Yellowhird. (Attachments: § (1) Affidavit from Accountant) (Thomas, A)

Attention!! Submatting this screen comumits this transaction, You will have no further opportunity to modify this
subrussion f you continue,

Figure 11

Verify the final docket text. Read the warning message and
proceed.

If correct, click [Next]

Eastern & Western Districts of Arkansas November 19, 2001
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STEP 12

If the final docket text is incorrect:

. Click the browser [Back] button to find the errors(s) and
proceed with the event..

. To abort or restart the transaction (at any time), click the
Bankruptcy hyperlink on the Menu Bar.

The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 12.)

‘ CF Bankruptcy .
File a Motion:

4:01-bk-10898 Julie Ann Yellowbird

Adversary o Query Reports  +  Utlities +  Logout 6\

Motice of Electroic Filing
The following transaction was received from Thomas, A Jan on 117192001 at 10:31 AM CST
Jube Ann Vellowbrd

401-bk-10836
Document Number: 3

Case Name:
Case Number:

Docket Text:
\pplication to Employ Andy Lee as Accountant Filed by A Jan Thornas on behalf of Jutie Amn Tellowbrd, (Attachments: # (1) Afidavit fom Accountant) (Thomas,
A

The following document(s) are associated with this transaction

Docurment description:Main Document
Original filename:L/CMECT Train- PDF's/APPLICATION.PDF
[Electronic document Stamp:
[STAMP blecfStamp_ID=090647545 [Date=11/19/2001] [FileNumber=17224-0]
[Sbbacedbf71047394c 1292826 0602050 38baa2baTc 8276 0b30abebd59266d05
(H03cE2e656445c3dB867d50bbaaT 7 163643152701 eflcdd64 3036 17c5])
Docurent description: Affidavit from Accountant
Original filename:L/CMECE Tram- PDF's/Contract Agreement pdf
[Electronic document Stamp:

[STAMP blecfStamp_ID=090647545 [Date=11/19/2001] [FileNumber=17224-1]

Figure 12

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

Clicking on the document number hyperlink will present the PDF
image of the application just filed.

Eastern & Western Districts of Arkansas
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Multi-Part Motions

For Attorneys

This lesson explains how to docket a two-part motion. The example illustrated is a
Motion for Relief from Stay and Adequate Protection with an attached exhibit.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
(See Figure 1.)

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen will display similar to the
one shown in Figure 2.

R
EECF Bankruptey  » Adversary  + Query +  Reports o+ Utlities +  Logout ?

Bankruptey Events
Appeal

Clam Achons

Creditor Mantenance. .
Caselpload
Miscellaneous

Motions/Applications
otoes

ObjectionResponse.
OpenaBE Case
Blan

Figure 2

2 Click the Motions/Applications hyperlink.
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

)
Bankruptcy ~ +  Adversay o+ Query +  Reports +  Utlites +  Logout o

File a Motion

Case Number

1083 017345, 19 1 345 o L0 6 1345

Ne)dl C\ear|
Figure 3

2 Enter the case number, including the hyphen.

2 Click [Next].

NOTE: You may use the browser [Back] button at any time during
this process to verify former screens until the final
submission.

STEP 4 The DOCUMENT SELECTION screen displays next.

(See Figure 4.)

z ")
UECF Bankruptey  + Adversary o+ Ouery +  Reports o+ Utiities +  Logout o
File a Motion

P 01-blz- 10896 Jule Aan Vellowbird

Vacate j
Vacate Dischare

Waive Appearance

Withdraww As Aftamey

Withdrawal of Reference

Withdraswal of Reference (Child Suppar)
Wi -

adecuate Protection

Figure 4

L 2 Click to highlight adequate Protection. Keeping the [Ctrl] key
depressed, scroll and highlight Relief From Stay. There are now
two reliefs identified and selected for this motion.

&  Click [Next].
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STEP 5 The JOINT FILING screen displays. (See Figure 5.)

3 /)
UECF Bankruptey ~ +  Adversary o Query o+  Reports .+ Utiiies +  Logout o

File a Motion:
4.01-bh- 10896 Julia Ann Yellowbird

" Tointfling with ofher attorneg(s).

Figure 5

2 This screen is only used if another attorney is joining in a filing, do
not check this box.

If this is a joint filing with another attorney(s) you will be presented
with a pick list of attorneys on the case to select as joint filers.

2 Click [Next].

STEP 6 The SELECT PARTY screen displays. (See Figure 6.)

2 R
UECF Bankruptcy . Adversary  +  Query +  Reports .« Utiities +  Logout ?

File a Motion:
4.01-bk-10896 Julie Ann Yelowbird

Select the Party:
Yellowbid, Julie Amn [ptydb]  AddCreate New Party
Figure 6
2 In this example, the creditor is Friendly Finance. Since the party,

Friendly Finance, is not listed, it must be added. Click the
Add/Create New Party hyperlink.
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STEP 7

STEP 8

The PARTY SEARCH screen appears. (See Figure 7.)

EE F Bankruptcy +« Adversary + Query + Reports + Utilities + Logout

Search for a party
SSN TaxId [
Last/Business name |Friendly
Search | Clearl

Figure 7

Enter the first part of the business name and click [Search].

If there are no matches, the system will return a No Person

Found message. Make sure your search criteria is accurate. If the

party is not found on your first try, use different criteria and/or
wildcards. (See Figure 8.)

EECF Bankruptcy  + Adversary  » Query -+ Reports  Utilities + Logout
Search for a party

S8 I TaxId
Last/Business name I
Search | Clearl

Party search results

Mo person found.

Create new party

Figure 8

Since the party is not already on the database, proceed to add the
creditor, Friendly Finance. Click [Create New Party].

Eastern & Western Districts of Arkansas
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STEP 9 The PARTY INFORMATION screen displays. (See Figure 9.)

EE F Bankruptcy ¢+  Adversary + Query +* Reports + Utilities ¢« Logout

Party Information
Lastname [Friendly Finance First name |
Middle nare [ Generation | Title |
ssi | 23111234 Tax ID
Office | Address 1 |
Address2 | Address3 |
ey [ Sae | | ozp |
Commty [ 5] Country [
Phome [ Fx [
E-mail |
Prose [m =] Role [Creditor (or.c1) =
Figure 9
2 Enter creditor Name information in the appropriate boxes,

according to court policy.
2 Leave pro se as no.

* Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Creditor.

2 Enter further descriptive text for the creditor in the Party Text field,
if appropriate. (A Connecticut Corporation, Guardian of the State,
etc.)

2 It is not necessary to add yourself as counsel for the party. Your
login will furnish your attorney information to the system.

&  Click [Submit].
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STEP 10 The SELECT PARTY screen appears again. (See Figure 10.)

)
Bankruptcy  » Adversary  +  Query +  Reports +  Utiities +  Logout ?

File a Motion:
401-bh-10896 Julie Ann Yellowbird

Select the Party:

AddiCreate New Party

Figure 10
L 2 The new creditor’'s name, Friendly Finance, is highlighted.
2 Click [Next] to continue.

STEP 11 The ATTORNEY/PARTY ASSOCIATIONS screen appears. (See
Figure 11.)

Bankruptcy 0 Adversary + Query +  Reports «  Utlites +  Logout

401-bk-10698 Julie Ann Yellowbird

(The following attotmeylparty associations do not exist for this case
Please check which associations should be created for this case

W Friendly Finance, (cr.cr) represented by Thomas, A (aty)

Figure 11

2 Click the box to establish the association between you and the
Creditor, or in this case Friendly Finance.

&  Click [Next].
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STEP 12 The PDF DOCUMENT SELECTION screen displays.
(See Figure 12a.)

)
Bankruptcy [ Adversary  + Query +  Reports +  Utiites +  Logout ‘?
H

407-bk-10896 Julle Ann Yelowbird

Select the pdf document (for example: CA19%¢w501-21 pek).
Filename

IL\CMECFTram-PDF's\mmiunDrubje Browsz..

Attachments to Document: © Mo & s

Figure 12a

L 2 Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 12b.)

FieUpload — @EH]|
Look jn: |E Pdt j ﬁl

) ANSWER, pdf T Mation. FOF T TrustesFinalsce. pdt
BN A mine =, D||:I|:IE":

| CertSve POF D o1ect

(8] Cormplaint pof WI

'@ Declaration.p Frint

'@ Hearinghtc. P Corel Wersions k
& AddtoZip

& Add to Application. zip

. : Zip and E-tail Application. zip
File name: E 3 Open I
' Scan for Vinzes. .
Filez of wpe; F vI Eam]
Send To » —l
Figure 12b
. This will launch the Adobe Acrobat Reader to display the

contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.
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(See Figure 12c¢.)
File Upload [ 7] I
Loaok jm: I A Pdf j | ﬁ_l _|
) &NSWE R pdf T Mation. FDF ] TrustesFinalhee. pd
4 pplication. PO F R A=l T valp.pdf
7 CertSve PDF T Order pdf
E Complaint. pdf @ ProofClaim. pdf
'@ Declaration. pdf '@ Schedules. pdf
T Hearingte. PDF T8 SUMMONS. pof
File name: I.-‘-‘-.pplicatiun.F'DF Open [ I
Files of type: 4l Files [+ = Cancel |
Figure 12c
L g To illustrate the attachment feature, click the Yes radio button at
the right of the Attachments to Document prompt to attach the
exhibit to the motion. This exercise will show the process of an
attached exhibit.
2 Click the Yes radio button to the right of the Attachments to
Document prompt to attach the exhibit.
. Click [Next].
STEP 13
When you ’E : Bankruptcy Adversary « Query + Reports -+ Utilities + Logout
click the yes
. Select one or more attachments.
rad|0 bUtton’ 1) Enter the pdf document that containg attachment (for example: Clappendiz pdf)
the Filename
ATTACHME IL:\CMECF Train- PDF'a)Contract Lgre Browse... |
NT screen _ "
. 2) At your option, select a decument type andfor enter a description.
dISpIaYS Type Description
(See Flgure [Exhibit x| [contract agreement
1 3a) ) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of Blenames iz
complete, click on the Next button.
- Add to List
‘ Rernove from List |
e
Pleas
Mex
e note .

that the PDF file of the motion is not an attachment. An attachment is
another supporting document, such as supporting affidavits, exhibits, etc.
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which are defined by each court.

2 An attached document will be referenced in the docket text
separately, and the attached image will be accessible by clicking
on the hyperlink within the docket text.

2 Click [Browse], then navigate to the directory where the
appropriate PDF file for the exhibit is located.

2 Double-click the PDF file to select it.
4 Highlight Exhibit in the Type pick list.
2 Enter detail concerning the attachment in the Description Box.

Follow your local court procedures for use of the Description
Box.

2 Click [Add to List] and the path and file name are added to the
List box. (See Figure 13b.)

= o)
UEC F Bankruptcy + Adversary +  Query o Reports  + Utilities ~ + Logout '?

File a Motion:
4.01-bl-10896 Julie Ann Yelowbird

Select one or more attachments.
1} Enter the pdf document that contains attachment (for example: Clappend pdf).
Filename

| Browse

2) At your option, select a document type andfor enter a description

Figure 13b ITYPE JIDEsl:riptinm

%) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the st of flenames 1s complete, click on the Next button

LACMECF Train- PDF's\Contract Agreement pdf Addto List

‘ . Fiemove from List
Clic |,

k

[Next].
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STEP 14 The DOCUMENT LINKING screen appear. (See figure 14)

=

EECF Bankruptey ~ + Adversary  +  Query o Reports o Utiities +  Logout Q

File a Motion;
401-0k-10836 Jule Ann Yallowbird

[ Dhoeg this Hling refer bo an extstng dovument m this case? (Eyes, chek onthe bog)

NOTE: Ethe event you are docketing 12 an answerfresponse, you wil be prompted on a subsequent screen for s related motion. Therefore, do not click on this
boxto establch  elafionship to the mefion you ate answening

Figure 14

2 If appropriate, select the existing document box and click next.

STEP 15 The MODIFY DOCKET TEXT screen appears. (See Figure 15.)

2
’l CF Bankruptcy . Adversary  + Query +  Reports +  Utiities +  Logout
File a Motion:

4:01-bk-10896 Julie Ann Yellowhird

Docket Text: Modify as Appropriate.

7| Motion for Relief from Stay . Filing fee in the amount of $75.00 required, or
in the alternative 7| Motion for Adequate Protection TFiled by A. Jan Thomas

on hehalf of Friendly Finance . (Attachments: # (1) Exhibit) (Thomas, A.)

Figure 15

L 2 If appropriate, choose a prefix such as Emergency from the
Prefix Text pick list

2 Click [Next] to continue.
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STEP 16 The FINAL TEXT EDITING screen displays. (See Figure 16.)

2 Carefully verify the final docket text. This is your last chance to
change this entry before addition to the case.

=
Bankruptey — » Adversary  +  Query +  Reports +  Utlities +  Logout o_

401-bk-10896 Julie Ann Yelowbird

Docket Text: Final Text

Motion for Relief from Stay. Filing fee in the amount of $75.00 required, or in the alternative Motion for
Adequate Protection Filed by A. Jan Thomas on behalf of Friendly Finance. (Attachments: # (1) Exhibit)
(Thomas, A)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue,

Figure 16
L 2 If correct, click [Next]
L g If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be
modified.

. To abort or restart the transaction, click the
Bankruptcy hyperlink on the Menu Bar.

STEP 17 The NOTICE OF ELECTRONIC FILING SCREEN displays.
(See Figure 17.)
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EECF Bankruptcy . Adversary  +  Query +  Reports »  Utliles +  Logout

File a Motion:
4.01-bk-10896 Julie Ann Yellowbird

[Natice of Electronic Filing
The following transaction was recewed from Thomas, & Jan on 11/1%/2001 at 11:28 AM CST

(Case Name: Julie Ann Yellowbird
Case Number:  4:01-bk-108%%
Document Number: 4

Docket Text:
Dotion for Relief from Stay. Fiing fee in the amount of 75,00 required, or in the altemative Motion for Adequate Protection Filed by A Jan Thomas on behal of
[Friendly Finance. (Attachments: # (1) Ezhibtt) (Thomas, &)

The following document(s) are associated with this transaction:

Document description:ain Document

(rigimal filename:L/CWMECE Tram- PDF'stmotion or objection pef

[Electronic document Stamp:

[STAMP bheefStarnp [D=090647545 [Date=11/1%/2001] [FleMNumber=17227-0]
[6a27allce 78636 554078060846 1foeaBe T3 dbd30 b bbede 73ch 2357 7a8 1270 ¥ 80 dRa
AT1E756 1509 d 760 160086 14fac2ehabd 0109451 3ch 1052365 1a002]]

Document description: Extubit

Origimal filename:L/CHECT Tram- PDF's/Contract Agreement. pdf

[Electronic docurent Stanp:

[STAMP bhecttamp [D=090647545 [Date=11/1%/2001] [FileMumber=17227-1]

Figure 17

2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

L 2 Clicking on the document number hyperlink will present the PDF
image of the petition just filed. Attorney users will be presented
with a PACER login screen to access these features.

2 To print a copy of this receipt click the browser [Print] icon.

2 To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

2 The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public users
will be charged a PACER access fee.

Eastern & Western Districts of Arkansas November 14, 2001



CM/ECF Attorney Multi-Part Motion - Page 1

Multi-Part Motion

In CM/ECF, a motion or application may be entered with more than one relief type. The
example in this exercise is a Creditor's Motion for Abandonment, for Relief from Stay,
or, alternatively, to Dismiss Case.

STEP 1 Click on Bankruptcy from the ECF main menu. From the list of
Bankruptcy Events, select Motions/Applications (See Figure 1).

EE F Oankruptcy < Adversary « Oueey -« Beports  + UHiBes - Lagaut

Eunlkrupicy Events
Aorp
Uarm Arhas
= :|:LT.T[.-|-.'-mJ
tomloae Martmares
I'\PELF.'EHH.IJ:".'.I.
Ik Applzakorns
Lol =
PhectisnE e e
Sdper o il 3
B s [ - T ) N
Flar

Figurel

STEP 2 The CASE NUMBER screen will appear. (See Figure 2.)

EE F Dankruptoy a afversary - Query - Repparts « UtEthes -+ Laqoul
File a Motion

CarA Nuimhear

|'2'--l'3'"-': REN PRl S N PR R R Y i

Figure2
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* Enter the case number in YY-NNNNN format, including the
hyphen.

2 Click on the [Next] button to continue.

L 2 Verify the case humber and case name.

* If the case number and name do not match your document, click

on the Netscape Back button to re-enter the case number.

NOTE: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again.
You may use the browser [Back] button at any time during
this process to verify former screens until the final
submission.

STEP 3 The EVENT TYPE screen will appear. (See Figure 3a.)

EEC F Barikruptoy ' Fubsersary

File a Mation

P01 bk - 107 Tryew Barmpmeas

| bandon 4
Abandon (Child SUpoH)

Accouming

Adeguala Friacion

Administrative Experss

Alow Clime
Amand
Appeai prohac Ve |

Figure3

Use the ¥ arrow to the right of the box to scroll through the event list to select
the documents to be filed. Click to highlight the first type, Abandon. Holding
down the Ctrl key, find and click on Relief from Stay and Dismiss Case.
Release the Ctrl key. Scroll through and make sure that the relief type(s)
chosen are correct. Click on the [Next] button to continue.
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STEP 4 The joint filing screen appears (See Figure 4). If this motion is
filed joint with another attorney or attorneys, you would click the
checkbox and be given an opportunity to select the attorney(s)
and party(ies). For this exercise, leave this box unchecked, and
Click Next.

EE F Bankruptcy . Adversary

File a Motion:
4:01-bk-10760 Drew Barrymore

[ Joint filing with other attorney(s).
Mext | Clear |

Figure4

STEP 5 The party selection screen appears. Highlight the name of the
party on whose behalf you are filing the motion. If the party is not
listed, select Add/Create New Party.

Baniorigpicy . Firhners ary

File a Molion:
rJOTAL

Select the Party:

ryrpi, Do [mydh] B} AddiCreate Mew Paty
Lag, John T. [Ere|
Riarrreay , Richard Loia [i-ir]

| o]
Figure5
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STEP 6 The party search screen appears. Enter a search clue in the
Last/Business name field, either the name or any part of the name
(see Figure 6).
Search for a party
SSN | TaxId |
Last/Business name |
Search I Clearl
Figure 6
* If the party appears in the selection box, highlight the party name
and click Select name from list. If the exact party filer does not
appear, click Create New Party, enter party data and click
Submit. Repeat for additional parties, if necessary.
STEP 7 Highlight the party filer(s) in the party selection screen (see

Figure 7). Click NEXT.

| > C
E F Bankruptcy . Adversary

File a Motion:
4:01-ble- 10760 Drew Bartvinore

Select the Party:

Safe-T-Pins, Inc., [pty:db] (2192:1) 2 [RSNGB [y vany
Barrymore, Drew [pty:db]

Lee, John T. [tr:tr]

Ramsay, Richard Louis [tr:ir]

Mext | Clear |
Figure7
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If a party or parties were added, the attorney association screen

STEP 8

will appear (see Figure 8). Click the checkbox(es) to create the
association between party and attorney. Click Next.

4:01-bl- 10760 Drew Barrvmere

The following attornew’party associations do not exist for this case.

Please check which assoriations should be created for this case:

¥ Safe-T-Pins, Inc.. (pty:db) represented by Fitzeerald, Linda A (aty}

Mext | C'éar'l
Figure8
STEP 9 The PDF document selection screen appears. (See Figure 9a).

Hankruptcy = Adwersary

401-bk- 10760 Drew BEarmymere

Select the pdl decwment (For example: CATRRS07-2 1 p<d0).

Filenama
l Hrm\.rst,,_..

Astachments to Decoment & Mo © Ves

Figure9a
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4 Click on BROWSE, then navigate to the directory where the appropriate PDF file
is located and highlight it with your mouse. (See Figure 9b)

2l

k. in |i'“_. Ch=CF oo FaF's ;l ~ [E 5 T
|l PR ] ko Fovsivs damels ol
o o se Ll i (8 C RO RO N E
Harincod measupcf Merchkrpo
[ ZINE e s Spetter pdf
(5 cnesr sl ol Frreeies el v et
A At o —a men W9 e ~shaimenes pat B R re s kel
SRR 17T bR P -l
i (ot R ORI L T RPN bl AT NP
=] s L el e s alrs ol
. kznme 1t zpers adf Fetatero ko e tp o
Tt ver axveckor pdf v aizadf
(MO T m2m s =7
e [FERECET e ot
= lepure, |F'."|1 =< r-ih il pek j ILI
= las oftpe: |.—’«I Filzz 4 ll vl
ek
Figure 9o
¢ To Make certain you are about to associate the correct PDF file for this

entry, right click on the filename with your mouse and select Open. (See
Figure 9c)

Irismtas et
v LWL

CRFCETEI B 3
LES L H TR TAT Y ST TR B
ma KD e,

F oo Tavud 1 tmde o1 S T Rk g
L e e P o A Y

dm 1o
s
am

DURIRE LT
N

_:=-mn |t e o I | B e S| (AR A P e o = R ek o
Figure9c
¢ This will launch the Adobe Acrobat Reader to display the contents

of the imaged document. Verify that the document is correct.
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¢ Close or minimize the Adobe application and if this is the correct
file, click OPEN on the File dialogue box.
* There will be no attachments in this exercise. Therefore, leave
the radio button indicating NO.
L 4 Click NEXT to continue.
STEP 10

The DOCKET TEXT screen displays. (See Figure 10)

> C
E F Bankruptcy . Adversary . Query

File a Motion:
4:01-bk-10740 Drew Barrymore

Reports . Utilities

Docket Text: Modify as Appropriate.
I_ "I Motion for Ahandonment |

. Filing fee in the amount of $75.00
required., | -’I Motion to Dismiss Case I

L I j Motion for
Relief from Stay I

. Filing fee in the amount of $75.00 required Filed by Linda A.
Fitzgerald on hehalf of Safe-T-FPins, Inc. . (Fitzgerald, Linda A.)

Next|  Clear |
Figure 10

¢ Confirm that this is correct. Click NEXT to Continue.
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CM/ECF Attorney

Multi-Part Motion - Page 8

The FINAL TEXT SCREEN displays with your warning on
submitting this screen commits this transaction. (See Figure 11)

STEP 11

EEC F Bankruptcy Adversary

+ Query + Reports «  Utilities
File a Motion:

4:01-bk-10740 Drew Barrymore

+  logout

Docket Text: Final Text

Motion for Ahandanment. Filing fee in the amount of $75.00 required., Motion to Dismiss Case, Mation for Relief

from Stay. Filing fee in the amount of $75.00 required Filed by Linda A. Fitzgerald on hehalf of Safe-T-Fins, Inc..
{Fitzgerald, Linda A.)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Click NEXT to Continue

Eastern & Western Districts of Arkansas

November 15, 2001
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STEP 12 The Notice of Electronic Filing is then generated. (See Figure 12)

Bankrugboy . : ¢+ Reports o+ Imiibes

File & Molion:
40]-bk-107 s

ETotice <€ Elactronic Fing
The Elk+wong wansachen was racarsed Eom Fixgerald, Linds & on TIVTR2001 s 4:26 PM C5T

s Moz Dyew Barrgmecee and Safe-T-Pins, Inc.
Care Numlber: 40]-Bl-]10rs0
Treumeant Nessbar: 5

Docket Text:

tdotsza for Abandorment. Fikog fie 0 the amouet of $95.00 requred., Blotiza to Dismdss Case. Mefion Boe Bebief from Sray. Piing fee to the amnsune 2 BTS00
requrad Fiked by Linda £ Fitzgarald oo behalf of Safe-T-Fins, Inc.. (Fizgerald, Linda &)
The felkermng decumentis] are assaciabad with Hos ransachon:

D oceseesd dewcriptisscidain Document

Crrlginal e L ACWMECTE Tran- PDESMOTION TO ARANDOH FDF
Elecirunic dscument Stamgs

[ETARE bleecfStamp =250 545 [Date=1 10 202 001 ) [Fiksblomb er=17265.0]
[14:361 39323 1627 S8 eZaR ek OCEabdb alch d 7 et pal 3c2ab 73 e300 62
bt 220 | T RUREET T 301 Sb B 26 A6 Afee Ted 0 d 30 621771 T8 a5 ]

£:00-hlk- 10360 Hotken will b alectod cally svaled to:

Figure 12

* The Notice of Electronic Filing is the verification that the filing has been
sent electronically to the Court’s database. It certifies that the petition is
now an official court document. Future access to this notice is available
from a docket sheet, a query on the case, or the Events Calendar.

Eastern & Western Districts of Arkansas November 15, 2001
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Objections to Motions

For Attorneys

This lesson explains how to docket an objection (or a response) to a motion or
application. The example used is an objection to a Motion to Avoid a Lien.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu. (See
Figure 1.)

EECF Bankruptcy + Adversary + QOuery + Reports « Utilities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

3
EECF Bankruptey ~ + Adversay  » Query o+ Reports o Utiities +  Logout o

Banleuptcy Events
Lpped
Claitn Actions
Creditor Mamfenance.

Castllpload
Miseelatieons

Mations/ Applioations
Notices
ObgectionBespense..

CpenaBK Cage
Han

Figure 2

2 Click the Answer/Response hyperlink.

STEP 3 The ANSWER/RESPONSE TYPE screen displays. (See Figure 3.)

EECF Bankruptcy +  Adversary + Query « Reports . Utilities « Logout

Answer/Response
Eeference an Exsting mohonfapplication

Other Answers

Figure 3

2 Click the Reference an existing motion/application hyperlink.
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CM/ECF Attorney
STEP 4 The CASE NUMBER screen displays (See Figure 4.)
EECF Bankruptcy + Adversary -+ Query -+ Reports -« Utllities - Logout

File an answer to a motion

Case Number
IDU— 101zz 0012345, 1:00-blk 12345 or 1-90-bk- 12345

Figure 4

2 Enter the correct case number, including the hyphen.
L 2 Click [Next].
STEP 5 The DOCUMENT TYPE SELECTION screen displays.

E CF Bankruptcy +  Adversary « Query « Reports « Utilities + Logout

File an answer to a motion

00-10122 Dale A Daniels

Figure 5

(See Figure 5.)

2 Click on the down arrow in the Document Type pick list.
2 Your choices in the starter database are Objection, Reply or
Response. Highlight objection.
. Click [Next].
STEP 6 The JOINT FILING screen displays. (See Figure 6.)

EE F Bankruptcy ¢« Adversary + Query + Reports + Utilities + Logout

File an answer to a motion: 00-10122 Dale A. Daniels

I~ Joint fling with other attorney(s).

Mext | Clear |
Figure 6
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STEP 7

STEP 8

This screen will only be used if another attorney is joining in this
filing. No action is necessary.

Click [Next].

The SELECT PARTY screen displays. (See Figure 7.) All
participating parties on the case will appear on this list.

EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout

File an answer to a motion:
00-10122 Dale A Danicls

Select the Party:

Chrysler Credit Corporation jorcr] i+|  Add/Create Mew Party
Daniels, Dale A [pty:db]

Greentree Financial Corp. [crintp]

Home Depot [crintp]

Mayfair, Julian [tr:tr]

| -|
Mext | Clear
Figure 7

The party for whom you are filing the objection in this example is
Householders Finance.

Since the party name (Householders Finance) does not display in
the Select The Party box, they need to be added to this case.

Click the Add/Create New Party hyperlink.

The PARTY SEARCH screen displays. (See Figure 8.) You must
first search the database to retrieve the party record. If the party is
new to the court, a new party record must be created.

EECF Bankruptcy +  Adversary + Query + Reports « Utilities + Logout
Search for a party

SSN | Taxd [
Last/Business name IHouSE

Search | Clear

Figure 8
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2 It is very important to search carefully and thoroughly before
adding a new party so duplicate records for the same person or
entity do not reside on the database. Additional search hints are
provided below.
Search Hints:
. Enter one field of data for each search.
. Format Social Security Number or Tax ID with hyphens.
. Searching is case sensitive. (Smith, not smith)
. Include punctuation. (O’Brien, Garcia-Barrera)
. Try alternate search clues if your first search is not successful.
. Partial names can be entered.
. Wild cards (*) are not required at the end of search strings.
. Wild cards may be used before or within search strings. (*son, Gr?y)
2 Click in the Last/Business name box and enter the last (or
partial) name or business name of the party. We have entered
House for Householders Finance.
2 Click [Search] .

STEP 9 The system will search the court database and then display a list
of all parties whose names match the search criteria you entered.
However, in this example, no matches were made for
Householders Finance. (See Figure 9.)

EECF Bankruptcy  +  Adversary +« Query + Reports « Utilities + Logout
Search for a party

SSN | TaxTd |

Last/Business name I

Search | Clear |
Party search results
No person found.

Create new party |
Figure 9

2 Click the [Create new party] button.

Eastern & Western Districts of Arkansas November 14, 2001
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STEP 10 The PARTY INFORMATION screen will then appear.
(See Figure 10.)
Party Information
Last name IHDuEeholders Finance First name I
Middle name I Generation | Title |
55N | 222111234 Tax ID
Office | Address 1 |
Address2 | Address3 |
City | State | Zip
County I 'l Country
Phone I Fax
Email |
ProSe Ino - Role ICreditor(cr:cr) j
Figure 10
2 Complete all appropriate name fields. The entire business name
should be entered in the Last Name field. Do not add address
information.
2 Since this party is represented by an attorney, do not change the
pro se default value of No.
L 2 Click to expand the Party Role list arrow ¥ and highlight Creditor
(cr:cr).
2 Click [Submit].
STEP 11 The SELECT PARTY screen displays again with the new party
filer highlighted at the top of the list (Householders Finance).
2 Click [Next].

Bankruptcy

Adversary + Query + Reports « Utilities « Logout

File an answer to a motion:
00-10122 Dale 4 Daniels

Select the Party:

Hiy f~] AddiCreate Mew Party
Chrysler Credit Corporation [crcr)
Daniels, Dale A, [pty:db]
Greentree Financial Corp. [crintp]
Hore Depoat [crintp]

Mayfair, Julian [trir]

Mext | Clear |

Figure 11

Eastern & Western Districts of Arkansas
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STEP 12

2

STEP 13

The ATTORNEY/PARTY ASSOCIATION screen appears. (See
Figure 12.)

EE F Bankruptcy « Adversary + Query + Reports -+ Utlities + Logout

File an answer to a motion:
00-10122 Dale A& Daniels

The following attorney/party associations do not exist for this case.
Please check which associations should be created for this case:

¥ Householders Finance, {erior) represented by Peterson, Paul (aty)

Nextl Clearl
Figure 12

Since your party, Householders Finance, is new, this screen will
establish you as counsel for them on this case. Paul Peterson is
used as an example.

Check the box and click [Next].

The PDF DOCUMENT SELECTION screen displays. (See
Figure 13.)

EE F Bankruptcy +  Adversary + QOuery + Reports + Utilities + Logout
File an answer to a motion: 00-10122 Dale A. Daniels

Select the pdf document (for example: CA199cw501-21 . pdf)

Filename

IR Y TRAININGYECF' Docs PDFWECFdocshcor |

Attact s to D 1 & No & Yes

Browse... |

Next Clear
Figure 13

Click [Browse], then navigate to the directory where the PDF file
is located or type in the entire drive and directory path.

Double-click the PDF file to select it.

There will not be any Attachments to the objection in this lesson.
Accept the No default radio button.

Click [Next].

Eastern & Western Districts of Arkansas November 14, 2001
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STEP 14 The PENDING MOTIONS screen appears. (See Figure 14a.)

Select the motion(s) application(s) you wish to answer,

¥ 07/26/2000 3 Motion to Avoid Lien with Householders Finance Filed by Paul Peterson
{Stevens, Kate) (Entered: 07/31/2000)

7 07/31/2000 4 Application to Employ , for sale af equipment, Hank Schroeder as Auctioneer

Filed by Katita Stevens. (Stevens, Kate)

Figure 14a

2 Select the appropriate motion you wish to answer by clicking in
the box next to the date. If there is more than one possibility, click
on the document number hyperlink to view the imaged application
or motion.

L 2 In preparation for enhancing the FINAL DOCKET TEXT screen,
you can use a Windows shortcut to assist your processing.

. Using your mouse, highlight the text of the Motion to Avoid
Lien. (See Figure 14b.)

RPN {oton to Avoid Lien Filed by Payl Peterson on behalf of Dale & Daniels
(Stevens, Kate) (Entered: 01/15/2001)

Figure 14b

. From the browser Edit pull down menu, select Copy or
execute the keystroke [CtrI+C]. This will store the text in
the Windows clipboard until you are ready to paste it into
the final docket text.

. This utility can eliminate extra typing and also make the
entries of the same type on the docket sheet more
standardized. This step is optional; the final docket text
can still be modified by typing additional text.

L 2 Click [Next].

Eastern & Western Districts of Arkansas November 14, 2001
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STEP 15

2

STEP 16

2

STEP 17

A reminder message will display to ensure the final docket text is
complete and meaningful. (See Figure 15.)

Bankruptcy « Adversary + Query + Reports « Utilities + Logout

oECF

File an answer to a motion: 00-10122 Dale A. Daniels

Complete The Docket Window With The ame Of The Document To Which You Are Ohjecting

Clearl

Figure 15

Click [Next].

The MODIFY DOCKET TEXT screen appears. (See Figure 16.)

"u\lea - Hetscape
Agreed [Communicatar  Help

Alias =
| |Emergency a4 2 & & B 9
| [Ex Parte Feload Home Search  Metscape Print Security Shop Stop
i E_’%’;Ed"‘?d 1A Location: [http://bktiain. attsd a0 den/eg-bindogin.pi71 091 32426452837-L_107_0-1 ] @7 wh
i
[ Final B 775D Standad &) JNet HOME PAGE B TowB  [H) Testing Central [&] TTSD Training 8] CAS Training R
First
Fourth Bankruptcy Adversary + Ouery + Reports -+ Utilities + Logout
Interim "
Intervenor's r to a motion:
Joint 2
ACmnibug (Danicls
Opposition
Proposed
Sealed —
Sacond fy as Appropriate.
gmememl 44 Ohiection to [notion to avoid Lien Filed by Paul Peterson on
ehall of H lders Fi (related d t(s)[11]). (Stevens, Kate)
et Clear
Figure 16

These prefixes are optional. (See pop-up menu above.)

Complete the docket text with the appropriate prefix and
descriptive detail. If you have copied the text from the motion in
Step 11, position your cursor within the text box and click on Edit
on the browser Menu bar and select Paste, or, alternatively use
the keystroke [Ctrl + V] to paste.

Click [Next].

The FINAL DOCKET TEXT screen appears. (See Figure 17.)

Eastern & Western Districts of Arkansas

November 14, 2001



CM/ECF Attorney Objection - Page 9
F : Bankruptcy +  Adversary + Query + Reports -+ + Logout
File an answer to a motion:
00-10122 Diale &, Dianiels
Docket Text: Final Text
Objection to Metion to Aveid Lier with Filed by Paul Peterson on behalf of Householders
Finance (related document(s)[11]). (Peterson, Paul)
Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.
Clear
Figure 17
2 Use caution on this screen and proof the contents of the entry
carefully.
NOTE: To abort or restart the transaction at any time, click the
Bankruptcy hyperlink on the main menu bar.
2 When you click [Next], the entry is sent to the court’s database.
STEP 18 The NOTICE OF ELECTRONIC FILING screen appears. (See

Figure 18.)

SE
File an answer to a motion:
00-10122 Dale A Daniels

Bankruptcy + Adversary s+ Query + Reports s Utilities + Logout

Motice of Electronic Filing
The following transaction was recewved from Peterson, Paul on 1/15/2001 at 1112 AWM C3T

Case Name: Dale A Daniels
Case Number: 00-10122
Document Number: 12

Docket Text:
Objection to Motion o Avoid Lier with Filed by Paul Petersen on behalf of Househelders Fmance (related document(s)[11]).
(Peterson, Paul)

Document description: }ain Document

Original filename: R/ TR ATNING/ECF/Class Files/PDF Files/Chapter?_PDF/O_m_awdlien PDF
[Electronic document Stamp:

[STAME bkectStamp_ID=%78562065 [Date=1/15/2001] [FileMumber=235%-0][1
cefeBeic55edab222a5e037 1157 1adBlcch 297 ad de 871 efff6 74 dedd3ER 1787 16l
bi050ePedacdbcd523b68030{2 1h6a394d3b583de d0653c4dd0BdT2dR]]

00-10122 Notice will be electronically mailed to:

Hardy Hansen  hansen@someplace. com,

Julian Maytar — stevensk@aottsd uscourts. gov,

Bruce Wiliams — bwilk@email s, com,

00-10122 Notice will not be electronically mailed to:

Figure 18

Eastern & Western Districts of Arkansas November 14, 2001
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CM/ECF Attorney
2 Users should scroll down to view entire notice.
L 2 Click the browser [Print] button to print a copy of this notice.
2 You may also save the notice through the browser File/Save
option.

Eastern & Western Districts of Arkansas November 14, 2001
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Adversary Proceeding
Case Opening
Opening an Adversary proceeding involves entering the necessary information regarding the

plaintiff and defendant and basic statistical data. The lead event is incorporated into this
process and will not need to be docketed separately.

STEP 1 Click the Adversary hypertext link on the CM/ECF main menu bar. (See
Figure 1.)
EECF Bankruptcy + Adversary + Query + Reports « Utilities + Logout
Figure 1
STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)

3 )
UECF Bankruptcy *  Adversary * Query * Reports * Utilities * Logout ‘?

Adversary Events
Angwers...
Complaint & Summons
Miscellaneous
Motions
Notices

Open an AP/MP Case

Figure 2

2 Click the Open an AP/MP Case hypertext link.

STEP 3 The CASE DATA screen displays. (See Figure 3.)

Eastern & Western Districts of Arkansas October 30, 2001
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R
E CF Bankruptcy  *  Adversary * Query * Reports * Utilities * Logout ',
Open Adversary/MP Case

Cage Number

Office |[sREwE1IE
Date Filed 11/20/2001
Case Type lﬂ
Complaint IE,

Figure 3

2 Select the Office from the drop down box.
2 The current date is displayed in the Date Filed box.

. To backdate this filing, enter the correct date in the format
mm/dd/yyyy or mm/dd/yy, including the forward slashes.

2 The Case Type values are “ap” for adversary proceeding and “mp” for
miscellaneous proceeding. Accept the default of “ap”.

2 The Complaint field indicates whether a Complaint is the lead event for
this proceeding. If a Complaint initiated this proceeding, leave this field
settoy. If another document, such as a Notice of Removal, was filed
instead, select n.

2 When this screen is correct, click [Next].

Eastern & Western Districts of Arkansas October 30, 2001
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STEP 4 The PARTY SEARCH screen appears. (See Figure 4.)

E

Open Adversary/MP Case

Search for a party

SSN I Tax Id I
Last/Business name IFlnanclal

Search | C\earl

End party selection |

Figure 4

2 Before adding a party, it is recommended that one search the database
for the filer. One can search by Social Security Number, Tax
Identification Number, Last Name or Business Name.

« Enter the last name or the first few characters of the last name to
search. The entire business name is stored in the Last/Business
name field. The field size is 80 characters

Search Hints:

. Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Searching is case sensitive. (Smith, not smith)

. Include punctuation. (O'Brien, Zeta-Jones)

. Try alternate search clues if your first search is not successful.

. Partial names can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)

NOTE: Do not use the asterisk * by itself as search criteria. If just the asterisk
is used, the entire database will be searched and require
unnecessary systems resources and may degrade response time.

¢ Enter the plaintiff's last name or other search clue and click [Search]. In
Figure 4 we have entered the first word or the plaintiff's name (Financial).

STEP 5 The SEARCH RESULTS screen appears. (See Figure 5.)

Eastern & Western Districts of Arkansas October 30, 2001
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Search for a party
SSIN TaxId |
Last/Business name
Searchl Clear
Party search results
Financial, Providian ;I
|
Select name from list | Create new pary
Figure 5a
NOTE: If the designated party was already on the database, the Party Search
Results screen would provide a listing of parties matching your search
criteria. In that situation you would select the party by highlighting the
name with your mouse and click on the [Select Name From List]
button. (See Figure 5b.)
¢ In Figure 5b the only party on the database matching the search criteria

was Providian Financial. Since our party, Financial Services is not on the
list, click the [Create New Party] button.

Party search results
Financial, Providian ﬂ

H

Select name from list

| Create new party

Figure Sb

Eastern & Western Districts of Arkansas
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STEP 6 The PARTY INFORMATION screen appears. (See Figure 6.)

EE F Bankruptcy + Adversary + Query + Reports -« Utilities » Logout

[Party Information
Lastname [Financial Services, Inc First name |
Middle name I— Generation I Title I
SsN | 223111234 Tax ID [39-z323380
Office || Address1 |
Address2 | Address3 |
City I— State I_ Zip I—
County Iﬁ Country l—
Phone l— Fax l—
E-mail |
ProSe Iﬂ Role IF‘Iaintiﬁ(pIa:pty) j
Party text |
Attorney | Alias | Review |;imﬁ:?jg;dﬁiﬁfesmfme
Submitl Cancell Clearl

Figure 6
2 Enter the plaintiff's Name in the appropriate box.
2 Expand the Role Type selection pick list by clicking on the down arrow

V¥ and select Plaintiff.

2 NOTE: If applicable ADD all other parties, such as panel trustee, U.S.
Trustee as interested party. Continue process until all parties are
included.

2 Click on the ATTORNEY button on the Party Information screen. (See
Figure 6)

NOTE: If an attorney is unknown, Leave Prose as “NQO”, if answer is filed
by prose, the Court will change party to “Prose” in Utilities, Edit Party
Participants to reflect as prose filer.
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STEP 7

STEP 8

STEP 9

The ATTORNEY SEARCH screen allows you to retrieve the attorney
record by either State Bar ID or Last Name (or partial Last Name) on the
SEARCH FOR ATTORNEY screen. (See Figure 7.)

EE F Bankruptcy + Adversary + Query -+ Reports -« Utilities -+ Logout

Search for an attorney

Bar Id
Lastname |ipple

Search | Clearl

Figure 7

This exercise illustrates how one could search for the attorney Cornelius
Appleby. The search clue entered in the Last Name field is the beginning
of his last name.

Click on [Search].

The ATTORNEY SEARCH RESULTS screen will display all the matches
for the search clue you entered. (See Figure 8.)

EE F Bankruptcy « Adversary s Query + Reports « Utilities + Logout
Search for an attorney

Bar Id |
Last name I

Search | Clear |

| Attorney search results

Appleby, Cormelius AI

=

Select name from list | Create new attorney

Figure 8

When your name appears, highlight it with your mouse and click on
[Select Name From List].

The ATTORNEY INFORMATION screen displays the master attorney
record from the court attorney roll. (See Figure 9a.)
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Attorney Information (Party Financial Sernces, Inc., )
Comelius Appleby Bar Id:I 97912 Bar Status: Active
Office IElack, Thorndike and Appl Address 1 |1923 E. Walnut Street
Address 2 | Address 3 |
City IIndianapolis State IIN
Fip |q 6204 Country |
FPhone I Fax I
E-mail | Lead attorney I yes 'l
Click the Add attorney or Cancel attorey button to return to
Add attorney | Cancel attorney | Clear | the Party screen and add other attorneys, add aliases, or
submit all information for this party

Figure 9a

¢ Since your attorney record can accommodate only one address, if the
address for this case should be different, accept as is and notify the
systems department for correction.

¢ After verifying this information, click [Add Attorney] to associate this
record with your plaintiff.

¢ The PARTY INFORMATION screen appears. At this time you could click
on the [Review] button to verify attorney and alias information for this
party. Figure 9b shows how this information is displayed. (See Figure 6,
page 5 for the party screen to select review)

EECF Bankruptcy « Adversary + Query s Reports + Utilities + Logout
Attorney(s) added:
M Appleby, Cornelius

Blacl, Thorndike and Appleby

1923 E. Walnut Street
Indianapaohs, IN 46204

Alias(s) added:

Mone added.
Return to Party screen | Clear | TUncheck to remaove from lst.
Figure 9b
2 Click on the [Return to Party] button.
2 When the PARTY INFORMATION screen appears again, you may continue to add

plaintiff’s if applicable, once completed Click [Submit].
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STEP 10 The PARTY SEARCH screen appears again (See Figure 10.)

EECF Bankruptcy  +  Adversary s+ Query + Reports + Utilities + Logout
Open Adversary/MP Case

Search for a party
SSN | Tax Id

Last/Business name IDaniels
Search | Clearl

End party selection |

Figure 10

¢ Enter party information for the defendant Dale A. Daniels. Search by last
name.

EE F Bankruptcy  +  Adversary s+ Query + Reports -« Utilities -+ Logout
Search for a party

SSN I Tax Id I
Last/Business name I

Search | Clearl

Party search results [%
Daniels, Dale A, =

H

Select name from list | Create new party

Figure 11

STEP 11 When the SEARCH RESULTS screen appears, the party will be displayed

because Dale Daniels is already a debtor on the bankruptcy case. (See Figure
11.)

2 Highlight the name and click on [Select name from list].

STEP 12 The SEARCH RESULTS screen appears next with this party’s address as it is
recorded in the database from the bankruptcy case. (See Figure 12.)
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STEP 13

EE F Bankruptcy -+  Adversary + Query -« Reports . Utilities - Logout

[Party Information
[Dale A. Daniels SSMN:301-426561
Office | Address 1 [15103 sun Trail
Address 2 | Address 3 |
City [Pleasantville State [1a | Zip [saims
County lm Country l—
Fhone l— Fax l—
E-mail I
ProSe lﬂ Role IUnknown {unk: pty) j
Party text | N
Aftorney.. | Alias...l Review... &imﬁ:gﬁiﬁiﬁfesmmm

Figure 12

See Style Guide (Plaintiffs and Defendants page 5) You must select the
Party Role by clicking on the ¥ down arrow for the Party Role field. Highlight
Defendant and click on [Submit]. The defendant’s attorney information will
be added at a later time.

REMINDER - If no attorney is listed for defendant, mark prose.

REMINDER - If someone other than the debtor, and is already in the
system clear the address.

The Party Search screen will reappear. NOTE: If the adversary has the
United States of America as a party, open the case with the AGENCY, and
the attorney as shown (if applicable) as well as the United States of America
as the designated party (plaintiff or defendant) with Janet Reno, U.S. Dept. Of
Justice as the attorney. If a specific government agency is not stated on the
cover sheet or in the body of the complaint, contact the appropriate attorney
for clarification. If the Internal Revenue Service is a defendant you MUST
ADD the U.S. Dept. Of Treasury as a party defendant also.

Once all parties (panel trustee, US Trustee, etc.) have been entered, click on
[End Party Selection]. Statistical information will be entered on the next
screen.

The system will then display the ADVERSARY STATISTICAL screen (See
Figure 13a).
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EECF Bankruptcy + Adversary + Query + Reports + Utilities + Logout
Open Adversary/MP Case

AddjudgelSirasberg , Lillian vl

Party code IU.S. not a Party in the case j

Nature of suit |42 (Dischargeability 523) |
Transfer date I—
Rule 23 (class action) IE,
Jury demand Im
Demand ($000) [

M Clearl
Figure 13a
2 Select the Judge to whom this case is assigned from the drop- down box.
* For the Party code field, make the appropriate selection from the list below.
(See Figure 7b.) For this example, 3 US not a party in the case, is the correct
selection.

315 Mot a Party inthe Case j
1 LS. is a Plaintiff

25 is a Defendant

Figure 13b

2 Select the Nature of Suit for the case from the drop-down list, shown below.
(See Figure 13c.) If there are multiple natures of suit in the proceeding,
select only one.

|42Ei (Dischargeahbility 5237 ‘—I

Injunctive Relief)
A=55 ~alidity P riority"Extent Lien)
A54 (Recover Mloney s FProperty)
A455 (Revoke Flan Confirrmation)
A55E (Declaratory Judgrment)

A5F (Subordinate Claimifdlnterest)
A55 (Approval For Sale)

A453 (Application For Rermowal)
A998 (Dither Actiomn)

Figure 13c
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NOTE: If one of the multiple suits is a 727 Objection to Discharge, it is important
to enter 424 as the first number.

L 2 The Origin code defaults to 1 Original Proceeding. (See Figure 13d.) This
setting is normally correct. Other values are:

1 Original Proceeding j

Ol Pl e
2 Removed From State
4 Reinstated/Heopened
5 Other District Trans In

Figure 13d

L 2 Enter a Transfer date only if the case has been transferred in from another
district.

L 2 The default for the Rule 23 (class action) field is n. Select y if the
proceeding is a class action.

L 2 The default for the Jury Demand field is None. (See Figure 13e.) Make
another selection from the values below, if appropriate.

INnne 'I

‘Bath
Defendant
Mone
Plaintiff

Figure 13e

2 Dollar Demand. If there is a dollar demand, enter the amount in thousands
to the nearest thousand. For example, if the Dollar Demand is $4550, $5,000,
or $5499, you would enter 5 for $5000, leaving off the 000.

* When this screen is correct, click [Next].
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STEP 14 The RELATED CASES screen displays next. (See Figure 14.)

EECF Bankruptcy s+ Adwversary + Query + Reports -« Utilities + Logout
Open Adversary/MP Case

Add Associated Cases

Member case numher

Lead case number |DD—10122

Association type |Adversary =l
M Clear |
Figure 14
L 2 Enter the Lead Bankruptcy Case Number in yy-nnnnn format, including the
hyphen.

NOTE: If the case number is invalid or if the lead case does not reside on this
database, an error message, “YY-NNNNN is not a valid case. Please enter
a valid value.” is generated. You will not be able to proceed with the

case opening process. Research the reason for the error.

NOTE: Recommended that you query the BK case to make sure the correct
case number is entered. Also, confirm panel trustee name for adding as
interested party in case.

NOTE: If you do not enter any number in the Lead Case Number field, the
system will allow you to proceed with case opening.

2 Select the default of Adversary as the Association Type.

L 2 Click [Next] to continue.

STEP 15 The PDF Document selection screen displays. (See Figure 15a)

Adversary - x =  Reports

Complaint/Summo
1:01-ap-01022 GMAC v, Sevwer

Select the pdf document (for example: C:1199c¢v501-21.pdf).
Filename
[

At to 1> : & No ¢ Yes

Mot Cloar

Figure 15a
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To associate the imaged document with this entry, select the PDF filename of the complaint
you are filing.

. Click [BROWSE], then navigate to the directory where the appropriate PDF
file is located and select it with your mouse.

. To make certain you are about to associate the correct PDF file for this entry,

right click on the filename with your mouse and select OPEN. (See Figure
15b)

File Upload EE
Laak i |-E Pdf j ﬁl

) ANSWER, pof T Mation. PFDF T TrustesFinalsee. pdt
BN A e =, D||:I|:Ilj|:

) CeitSve. PDF [ S ieet

(] Cormplaint pef WI
'@ Declaration.p Errint

'@ HearingMte. P Corel Versions k
&G AddteZip

& Add to Application. zip

B F &l Zip and E-Mail Application. zip e I
EIESainre F Sizan for Wirizes. .

j Cancel |
Send To r

Figure 15b

. This will launch the Adobe Acrobat Reader to display the contents of the
imaged document. Verify that the document is correct.

. Close or minimize the Adobe application and if that is the correct file, click
OPEN on the File Upload dialogue box. (See Figure 15c)

T =

Look in: | ‘== CRHECF T ) - E cf E

Baf

et of financial affairs. pdf
St o imbert. Bt

SUim mons . o

T [~ covor shooteat

Creon 1
Canoel

L1

Files ofbrpe [~nriles o=

Figure 15¢c
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STEP 16 The system will display the MODIFY DOCKET TEXT screen.

(See Figure 16.) Optional prefixes for the final docket text are available in a
drop-down box. If appropriate, select a prefix.

Open Adversary/MP Case

Docket Text: Modify as Appropriate.

I f Complaint [Pischacgsakilicy NOS 426 | by Financial Services, Inc

Paniels . Fee Aumount $ 150 . (Stevens, Kate)

Emergency

Amended

Alias

JExpedited
Ex Parte

Fifth

Final

First

Fourth

Interim

Joint

Opposition

Proposed

Sealed

Second

Sixth

Supplemental

Figure16

¢

When the docket text is complete and accurate, click [Next].

STEP 17 The FINAL DOCKET TEXT screen displays (See Figure 17.)

Bankruptcy *  Adversary *

Open Adversary/MP Case

Query * Reports * Utilities

Logout

Docket Text: Final Text

Complaint by Markus Cooljay against GMAC, Filing Fee in the amount of $150.00 required..
{Parrish, Marie)

Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

N Clear

Figure 17

2 Proofread this screen carefully! No further changes are allowed after this
screen. If itis correct, click [Next].

If any part of the entry is incorrect, click the browser [Back] button to return to

the screen you need to correct. Then process the screens again with the
respective [Next] or [Submit] buttons.
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NOTE: To abort or restart the transaction at any time up until the final docket text
screen, click the Adversary hypertext link on the Menu Bar.

NOTE: When an adversary is opened, the complaint information is spread over to the
main bankruptcy case.

STEP 18 The system then displays the NOTICE OF ELECTRONIC FILING screen.
(See Figure 18a.)

Notice of Electronic Filing

The following transaction was received firom Parrish, Marie on 9/13/2001 at 3:11 PM CDT

Case Name: Myers v. Missouri Higher Education
Case INi ber: 1:01-ap-01021

Document Number: 1

Case Name: Fourdy Walls

Case Number: 2:01-bk-10203

Document Number: 4

Docket Text:

First Complaint RE:-Red 57 Chevrolet Convertible by Heather J. Myers against Missouri Higher Education. Filing Fee in the
amount of $150.00 required.. {(Parrish, Marie}

The following documeni{s) are associated wwith this transaction:

Document description:MMain Document

Original filename:L:/CMECF Train- PDF's/AP cover sheet.pdf

Electronic document Stamp:

[STAMP bkecfStamp ID=990647545 [Date=9/13/2001] [FileNumber—=3785-0] [4
e38c552b7785ee2b954¢c145bbeb1898117990642e14314eb76bde6ffas89d3c2bd25313

Figure 18a

L 4 The Notice of Electronic Filing is the verification that the filing has been sent
electronically to the court’s database. It certifies that this is now an official court
document.

2 Further access to the Notice of Electronic Filing is available though the

electronic docket report. When this option is selected, a bullet appears next to the
document number of the event on the docket report. (See Figure 18b.) Clicking on
this bullet will display a copy of this notice. Attorney users must first login to the
PACER program. (See Figure 18b.)

01/08/2001 @3 Application to Pay Filing Fee i Installments.

01087200713
Figure 18b
2 To print a copy of this notice, click the browser [Print] icon.
2 To save a copy of this receipt, click [File] on the browser menu.
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2 Trustee and Attorney users will have access to the Notice of Electronic
Filing at the time of their filing. Subsequent access to any Query or
Report programs must go through the PACER system.
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Answer to Complaint

This process shows the steps and screens required for attorneys to docket the answer
to a complaint in an adversary case.

STEP 1 Click on the Adversary hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

EECF Bankruptcy +  Adversary + Query e« Reports « Utilities « Logout

Figure 1

STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)

-
E CF Bankruptey ¢ Adversary * CQuery * Reports ¢ Utilities * Logout 9
Adversary Events
Angwers..

Complaint & Summons
Miscellaneous
Motions

Notices

Open an AP/MP Case

Figure 2

L 2 Click on the Answers... hyperlink.
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STEP 3 The next screen lists two menu selections for Answers. (See
Figure 3.)

= =
UE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout Q_

Answers

Motien/Application
Complaint, 3rd, cress, counter

Figure 3

Motions/Applications, refers to documents filed in response to a
motion or application, such as an objection, reply or response.

Complaint, 3rd, cross, counter refers to documents which are
answers to a complaint, third-party complaint, cross-claim, or
counterclaim.

2 For this lesson, we are docketing the answer to the original
complaint, so click on Complaint, 3rd, cross, counter.

NOTE: If this answer includes a third-party complaint, cross-claim,
or counterclaim, that is covered later in this event.

STEP 4 The CASE NUMBER screen displays. (See Figure 4). The
system will display the number of the last case you accessed in
this session.

]
EE F Bankruptcy + Adversary + Query + Reports - Utilities -+ Logout ?

Answer a Complaint

Case Number

o0-1222 9912345, 1:99-bk 12345 0r 1-99-blk- 13345

MI Clear
Figure 4

2 If the displayed case number is the case number you want, just
leave it entered. If it isn’t, enter the desired case number in the
format YY-NNNN.

L 2 Click [Next].
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STEP 5 The system will then display a screen to verify the event and case
you are docketing. (See Figure 5.)

2 If the case information is correct, click [Next].

]
E CF Bankruptcy  *  Adversary * Query * Reports * Utilities * Logout ?

Answer a Complaint

1:01-ap-01133 hinkle v. GMAC I” Joint filing with other attorney(s).

Figure 5

STEP 6 The screen displays to select your party screen, you may or
Add/Create New Party, click on next. (See Figure 6)

3 . )
Bankruptcy *  Adversary * Query * Reports ¢ Utilitiess * Logout ?
Answer a Complaint

Select the Party:

GMAC [erdi] ‘| Add/Create New Party
]

hinkle, susan [pty.nla

]
Figure 6
STEP 7 This screen displays if you are filing jointly with another attorney.

Click NEXT. (See Figure 7)
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Bankruptey *  Adversary * Query * Reports *  Utilities * Logout 9
Answer a Complaint

The following attorney/party associations do not exist for this case.
Please check which associations should be created for this case:

I GMAC, {cr:dft) represented by Parrish, E. (aty)

Figure 7

STEP 8 The COMPLAINT screen displays. (See Figure 8)

EECF Bankruptcy » Adversary + Query + Reports -+ Utilities

+ Logout
Answer a Complaint

Include  Date #
i

Docket Text
05/01/2000 1 Complaint by Financial Services, Inc. against Dale & Daniels. Receipt Number
CC, Fee Amount $150. (Ledford, Kerry) (Entered: 01/25/2001)

092772000 2 Summons Service Executed on Dale & Daniels 9/27/2000. {Ledford, Eerry)

(Entered: 01/25/2001)
Mext | Clear

r

Figure 8

2 This screen displays the pending complaints in the case. Click in

the check box, as shown, to indicate which complaint this answer
should be related to, then click [Next].

Eastern & Western Districts of Arkansas November 16, 2001



CM/ECF Attorney AP Answer to Complaint - Page 5

STEP 9 The DATE FILED AND PDF DOCUMENT screen displays. (See
Figure 9a.)

Answer a Complaint

Date document filed (tnandatorsy) %

1/24/2001

Select the pdf document (for example: CV19%cw501-21 pdD)
Filename

| Browse...

Attachments to Document: & Mo © Ves

M Clear
Figure 9a

2
The current date is displayed in the Date Filed box.

21
Lack i [ =3 CMECF Train- PDF's = - £ EE-

e 01-10356. pdF T Objection.pdf
Tn1-10561.pdf Tlarder.pdr
ﬁamended rnotion. pdf Epetition.pdf

T &P Answer.pdf Tolproof of claim.pdf
o] &P cover sheet, pdf Tlschedules.pdf

o application to pay Filing Fes installments.pdf T statement of financial sffairs.pdf
o] APPLICATION. PDF Tlstatement of intent. pdf
ﬁcantract Agreerment, pdf ﬁsummons.pdf

2] creditors.kxt

ﬁmotion or objection. pdf

FEMOTION TO ABAMNDON, PO

< | |
File name: [&F fnsver pdf = Open |
Filzs of type: IAII Files [*.*] LI Cancel /I

. To backdate this filing enter the correct date in the format

mm/dd/yyyy or mm/dd/yy, including the forward slashes

REMEMBER: Browse out to where you have stored your PDF
filles and if NETSCAPE change file type to ALL FILES, if
INTERNET EXPLORER, your file type will automatically default to

ALL FILES.
. Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your
mouse.
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STEP 10

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 9b)

— =13

-3 s 3 2 b A E -3
g 3 o . Grmrch  Metacape  Frint Gty Stop
" R kenirk Vot | =

17129062982643945-L_962_0-1 ~ 1 & Whint's Rl

I

ontact |5 People % rellowPages & Download 5 Channels

= webmail
E g g i File Upload

Answer a Cc

[ cmECF Train-POF's ~] + = cf E

MO ION 1O ABANDON, P
=IriosssetReport.pdt
n Prasibie Assets.adf

Select the pdf dc
Filename

|Attachments to

Next Clear

=3 nad to Zp
B Acdd Lo AP Ariswer i
File name: 6 Zig and E-Mail AP Arswer. 2if

Files oftyps:  Gend To

cur

Fropernes

et iraent: o

=1l [ e
@ start ||| (2 & 0 B B = B ER

[FEsr @ .| Suae.| B | (A O N SRSty raeam
Figure 9b
. If you right click on the pdf, this will launch the Adobe

Acrobat Reader to display the contents of the imaged
document. Verify that the document is correct, close and
click open bottom right of screen.

. The system will enter the path and name of the PDF
document selected into the Filename field of Figure 9a.
Click [Next].

The next screen provides secondary complaints to be addressed.

(See Figure 10) This screen provides the option of combining the
answer with another claim.

Answer a Complaint

™ Dces this filing include a third-party complant? (If ves, click on the box)
I Does this filing include a cross-claim 7 (If yes, click on the box)

™ Dces this filing include a counterclaim ? (If yes, click on the box)

Mext Clear | [%
Figure 10

Indicate whether this answer includes a third-party complaint, a cross-

claim, and/or a counterclaim by checking the appropriate box. Click
[Next] to continue.
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L g If this answer contains no other claims, ignore the check boxes and click
[Next] to continue.

NOTE: If you check one of the check boxes, the system will lead

you through entering the information regarding the new
claimant.

STEP 11 The FINAL TEXT EDITING screen displays. (See Figure 11)

z —
UE F Bankruptcy . Adversary « Query + Reports - Utilities -« Logout ?
Answer a Complaint

Docket Text: Modify as Appropriate.

[ 3% Answer to Complaint]

Daniels . (Ledford, Kerry)

Filed by Dale A

Mext Clear I

Figure 11

2 Verify the accuracy of the docket text. This is what will print on the
docket sheet.

L 2 To abort or restart the transaction, click on the Bankruptcy Events
hyperlink on the CM/ECF Main Menu Bar. Although this can be done at
any time, this is your last opportunity to change the event.

2 If appropriate, select a prefix from the drop-down box and/or add text to
the entry. Any text added here will appear in italics on the docket sheet.
When the docket text is correct, click [Next] to continue.

STEP 12 The FINAL DOCKET TEXT screen displays. (See Figure 12)

3
Bankruptcy +  Adversary + Query + Reports « Utilities + Logout o_

Answer a Complaint

Docket Text: Final Text
Answer to Complaint Filed by Dale A. Dardels. (Ledford, Kerry)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Figure 12
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L 2 If the event is correct, click [Next] to continue.

STEP 13 The NOTICE OF ELECTRONIC FILING screen displays. (See
Figure 13)

=3
EE F Bankruptcy + Adversary ¢ Query + Reports « Utilities + Logout '?

Answer a Complaint
Motice of Electronic Filing
The following transaction was recerved fom Bruce Willams on 1/25/2001 at 10:10 AW C5T

Case Name: Financial Services, Inc. v. Dantels
Case Number: 00-01222
Document Number: 3

Docket Text:
Answer to Complaint Filed by Dale A Dandels. (Ledford, Kenry)

Document description:Iain Document

Original filename:E./TEATNINGECF/Class Files/PDF Filest ANTSWER. pdf
Electronic document Stamp:

[STAMP bkecfStamp ID=%78562065 [Date=1/25/2001] [FilelMumber=26658-0] [0
937chbbebd23a79335094 1503847408 023027230174 bab d 16b 2222471988134
606 e3edTeBefd32790c063(72a3c Yaf 6700493269580 937c50¢c]]

00-01222 Notice will be electronically mailed to:
Bruce Willams  bwilkzfemail msm. com, [%
00-01222 Notice will not he electronically mailed to:

Annie Applequist
Nelson, Barrington & Lee
12382 Lakeshore Drive
Chicage, IL 60612

Figure 13

L 2 The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
the answer was submitted by this defendant.

L 2 Clicking on the case number hyperlink, 01-1133, will display the
docket report for this case.

L 2 Clicking on the document number hyperlink will display the PDF
image of the document just filed.

2 To print a copy of this notice, click the browser [Print] icon or
button.
2 To save a copy of this receipt, click File on the browser menu bar

and select Save Frame As.
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ECF Report Events

Case Report

The Cases Report displays cases filed, entered, discharged, dismissed, closed
and converted.

STEP 1 Select Reports from the main CM/ECF menu, click on CASES
hypertext link from the Reports menu. Selection Criteria Screen
appears and allows the user to specify what information to include
in the report and how the report should be sorted.

[NOTE: You will be asked to enter your PACER login and password to view case
information if you are not already logged into PACER.] see Figure 1

PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unautharized entry is prohibited
subject to prosecution under Title 18 of the LS. Code. All activities and access attempts are logged

Instructions

Enter your ECF login and passwaord for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and password. f you do not have a PACER login, contact the
PACER Sernice Center to establish an account. You may register online at

http: pacer.pscuscourts. gov or call the PACER Service Center at (B00) 676-6856 or (210) 301-6440.

An access fee of 5.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inguiries will be charged to
your PACER login that is kept on file. If you do not need filing capabilities, enter your PACER login and
pas=word. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thity two alphanumeric characters long.

Authentication

Login: I
Password I

Client code I

™ Make this my default PACER lagin

Reset |

Figure 1

After you have logged in, the Cases Report screen will appear. See Figure 2

Eastern & Western Districts of Arkansas November 5, 2001



CM/ECF External User ECF Report Events - Page 2

3 A
UECF Bankruptcy 0 Adversary o+ Query +  Reports «  Utiities +  Logout o_

Cases Report
Dffice Case Type Chapter
Batesville ap 7
Helera 7] bk | 9 o
Trustee

Babain, Joyce Bradley

By, Ben T M
Date Type|FiccDele  »|  From [1z112000 o [12stijo00
¥ Open cases [" Party information

[ Closed cases
Surthy|F\IedDate j| jl o
Fun Report | M

Figure 2
The search criteria fields include:
° Office — select and click on appropriate office.

° Case Type — select and click on bk for bankruptcy, ap for adversary, or
mp for miscellaneous.

° Chapter — select and click on a specific chapter

° Trustee — select and click on a specific trustee

[NOTE: You may leave the above fields blank to search on all items that appear
in that field. To select two or more items in a field, press <ctrl> button then click
on each item to be included.]

° Date type — select and click down arrow to right of field for date type of

cases to be displayed, Filed Date, Entered Date, Discharged Date,
Dismissed Date, Closed Date, or converted Date.

° From- click in box and type in a start and end date for the report to
display.

° Open Cases -click on box to deselect open cases, if applicable.

° Closed Cases - click on box to select closed cases, if applicable.
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° Party information — click on box to have report display party information
(i.e. address, social security number, tax id), if applicable.

° Sort By — allowed three boxes in which to select criteria for the report to
sort, click down arrow to right of field for list.

STEP 2 Click on Run Report to continue or Clear to reselect criteria. Case
Report screen appears. See Figure 3

Cases Report for 10/22/2001
U.5. Bankruptcy Court
Arkansas Eastern/Western Test Database

Case No. Judge
Related Case Info Iy h Rarty [us Trustee Dates Odieriufo
1.01-bk-10481 bk 7 |Helen Always Filed: 10012001 Office: Batesville
\Assez: No
Fee: Pad
County: Randolph
201-ap-01028 ap Bopper v. Swan's Mfeon Filed: 10/01/2001 |Office: Helena
Lead BE: 1.01-bk-10306 Dupwe
Biz Bopper
Chapter: 7
301-bk-10482 bk |13 |Case Test Filed: 10/01/2001 | Office: Jonesboro
Asset: No
Fee: Pad
County: Benton
301-bk-10483 bk |13 |Aetna C Benefits Filed: 10M01/2001 | Office: Joneshoro
Assets Yes
Fee: Installment
County: 06073
301-bk-10484 bk |13 |Case Test Mfmon Filed: 10/01/2001 | Office: Jonesboro
Coop \Assat: Mo
Fee: Pad
County: Benton
‘3:01-bk-10486 ’E’T‘Bobbie L. Huster Mizon ‘ Filed: 100012001 (Office: Tonesboto
Figure 3
STEP 3 To view case information, click on the case number hypertext link

to access the Docket Sheet. See Figure 4
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Docket Sheet

Case numher I3-UW-bk—1 (482

 Filed I
(" Entered

Documents I to I

¥ Tncludz terminated parties
[ Includz links to Motice of Electronic Filing

Sort hy | Oldest date first 7

Run Report | M

to]

Figure 4

Select Run Report to view the docket sheet. See Figure 5

. Utilities . Logout

FeeDueBK

Bankruptcy Adversary - Query - Reports

U.S. Bankruptcy Court
Arkansas Eastern/Western Test Database (Jonesbhoro)
Bankruptcy Petition #: 3:01-bk-10484

Assigned to: James G. Mizon

Cliepliar 12 Date Filed: 10/01/2001

Woluntary

Mo asset

Case Test Case Test
ISR (58

123 Main Street

San Diego, CA& %2111
33 123-45-678%
Dehiar

David Coop
Trustee

represented by

Filing Date # Docket Text

Chapter 13 Voluntary Petition. Filing fee in the amount of $185.00 required. Filed by pro se Case Test. (CASE, Programmer) (Entered:

100172001 1
10/01/2001)
10/01/2001 2 | First Meeting of Creditors & MNotice of Appointment of Interim Trustee David Coop with 341(a) meeting to be held on 10/18/2001 at
10:00 AN at JTenesboro First Meeting Room Objections for Discharge due by 12/17/2001, { CASE, Programmet) (Entered:
Figure 5
STEP 4 To print report, click on Print button from the browser toolbar
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Claims Register

The Claims Register Report displays claims filed for a specific case.

STEP 1 Select Reports from the main CM/ECF menu, click on Claims
Register Report hypertext link from the Reports menu. Selection
Criteria Screen appears and allows the user to specify what
information to include in the report.

[NOTE: You will be asked to enter your PACER login and password to view case
information if you are not already logged into PACER.] See Figure 1

PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited
subject to prosecution under Title 18 of the LS. Code. All activities and access atternpts are logged

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and password. If you do not have a PACER login, contact the
PACER Service Center to establish an account. You may register online at

http #fpacer. psc.uscourts. gov or call the PACER Service Center at (800) B76-6856 or (210) 301-5440

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inguiries will be charged to
your PACER login that is kept on file. If you do not need filing capabilities, enter your PACER login and
password. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thity two alphanumeric characters long

Authentication

Login: I
Password I

Client code: |

I Make this my default PACER login

Fieset |

Figure 1

After you have logged in, the Claims Register screen will appear. See Figure 2

EE F Bankruptcy . Adversary . Query . Reports . Utilities . Logout @3-

Claims Register

Case number IDW -10685
Creditor type Creditor I

Creditor numher
Administrative A

Creditor name I

Claim numberl to I
* Filed
" Entered
Sort by I Claim Mumber 'l
IFlIed Date 'I

Fun Report | Clear

[10/1/2001 o [10722/2000

Figure 2
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The Selection Criteria fields include:

Case Number — click in box and type a specific case number.

Office — leave blank as report will run using case number.

Creditor Type — leave a blank (Note: All creditors uploaded to case as
Creditor.)

Creditor number — leave blank to bring up all creditors who have filed a
claim or click in box and type a specific creditor number.

Creditor name — leave blank to display all creditors having filed a claim or
click in box and type a specific creditor name. (Note: You do not have to
enter creditor’s entire name, the system will search first letter of creditor’s
name, only exact matches will be displayed. Leaving the field blank will
provide the most thorough search.)

Claims number — |leave blank to display all claims that fall within other
search criteria or click in boxes and type specific claim numbers.

To display register using the filing date, click on radio button Filed.

To display register using the entered date, click on radio button Entered.

Enter a specific date range or leave blank to display all claims filed in case.

STEP

Sorted By — allowed two boxes in which to select the criteria for the report
to display, click down arrow to the right of the field display list.

2 Click on Run Report to continue or Clear to reset search criteria.
The Claims Register appears. See Figure 3

Arkansas Eastern/Western Test Database
Claims Register

4:01-bk-10685 Chad Bruce Beaty and Shannon Lynn Beaty CASE CLOSED on 10/19/2001
Judge James G. Mixon
Dehtor Name: BEATY,CHAD ERUCE

Lasf Dafe fo File Claims:
Credifor Neame: Baptist Hospital Last Dafe fo File (Govt):
Claim No: 1 P. 0. Box 8533 Filing Status:
Little Rock AR 72215 Docket Stafus:
Lafe: N
- Amends Claim Neo Duplicates Claim No:
| it izl LR Amended By Claim No: Duplicated By Claim No:
[ Class [ Amoum Claimed [ Amount Allowed
[ Unsecured [ $345.00 [ $0.00
[ Total [ $345.00 [ $0.00

| Description

|Remar.its:

Claims Register Summary

Case Name: Chad Bruce Beaty and Shannen Lynn Beaty
Case Number: 4:2001-bk- 10685

Chapter: 7

Date Filed: 10/18/2001
Total Number Of Claims: 1

‘Tm:al Amount Claimed |Tntal Amount Allowed
Tnsecured | $345.00 [ $0.00

Figure 3
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STEP 3 To print register, click on Print button from the browser toolbar.

STEP 4 To view a claim, click on Claim number hypertext link. Pacer
Service Center Transaction Receipt will appear reflecting number
of pages that will be billed to your PACER account, click on View
Document to continue.
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Docket Report

The Docket Report allows a user to view and print a listing of all events docketed
to a specific case.

STEP 1 Select Reports from the main CM/ECF menu, click on Docket
Report hypertext link from the Reports menu.

[NOTE: You will be asked to enter your PACER login and password to view case
information if you are not already logged into PACER.] See Figure 1

PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unautharized entry is prohibited
subject to prosecution under Title 18 of the LS. Code. All activities and access attempts are logged

Instructions

Enter your ECF login and passwaord for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and password. f you do not have a PACER login, contact the
PACER Sernice Center to establish an account. You may register online at

http: pacer.pscuscourts. gov or call the PACER Service Center at (B00) 676-6856 or (210) 301-6440.

An access fee of 5.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inguiries will be charged to
your PACER login that is kept on file. If you do not need filing capabilities, enter your PACER login and
pas=word. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thity two alphanumeric characters long.

Authentication

Login: I
Password I

Client code I

™ Make this my default PACER lagin

Reset |

Figure 1

After you have logged in, the Docket Sheet criteria screen will appear. See Figure 2

Bankruptcy Adversary Query

Reports . utilities . Logout Q,

Docket Sheet
Case numher |01-10885
= Filed I " I
" Entered &

Documents to I

W Include terminated parties
I Include Liks to Motice of Electronic Filing

Sort bleIdestdate first x|

Fun Report | Clear

Figure 2
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The Selection Criteria fields include:

° Case number — click in box and type a specific case number.
° Filed — click on radio button to sort docket text using the Filing date.
° Entered — click on radio button to sort docket text using the Entered date

After selecting date type to be displayed, you have the opportunity to
enter a date range for the docket to displayed, you have the opportunity to
enter a date range for the docket to display. Leave blank to display all
docket entries or click in box and enter a specific start and end date

range.

° Documents — leave blank to display all documents or enter a beginning
and ending number range for docket to display.

° Include terminated parties — click in box to have docket displayed
terminated parties.

° Include links to Notice of Electronic Filing — click in box to allow

access to notice of Electronic filing for certain documents (Note: The
Notice of Electronic Filing will reflect those parties who are receiving
electronic notification in the case.)

° Sort By — click down arrow to right of box to select how the docket is to be
sorted.
STEP 2 Click on Run Report to continue or Clear to reset search criteria.

The Case Docket Sheet appears. See Figure 3a & 3b

EE F Bankruptcy - Adversary . Query . Reports . utilities . Logout ?:3;
CLOSED
U.S. Bankruptcy Court
Arkansas Eastern/Western Test Database (Little Rock)
Bankruptcy Petition #: 4:01-bk-10685
‘éfgt”e“;”’ Y @ R Date Filed: 10{18/2001
i Date Terminated: 10/13/2001
g Date Dischargzd: 100192001
1Mo asset
Chad Bruce Beaty Kent Pray
8145 Zuber Ed PRAY LAW FIRM
Eenton, AR 72015 represented by P.O. Box 24224
SEM: 4320-67-8938 Morth Little Rock, AR 72190

Debrar

Shannon Lynn Beaty
2145 Zuber Rd.
Benton, AR 72015
Debtor

Debror

Walter M. Dickinson

3101 Hinson Read

Little Roclk, AR 72212-2713
501-221-2020

Trustee

Figure 3a
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Walter M. Dickinson

3101 Hingon Road

Little Rock, AR 72212-2713
501-221-2020

Trustee

Filing Date | # Docket Text

10182001 | 31 | Chapter 7 Vohuntary Petition. Fling fee in the amount of $200.00 required. Filed by Kent Pray on behalf of Chad Bruce Beaty, Shannon
Lynn Beaty. (Wallis, Christy) (Entered: 10/18/2001)

107182001 | 32 | Meeting of Creditors (Chapter ) IndividuallToirt. Trustee Walter M. Dickinson added to the case. . 341(a) meeting to be held on
11/15/2007 at 02:00 P4 at T3, Trustes's Office Room 203, Last day to oppose discharge or dischargeability 15 1/14/2002, (Walks,
Christy) (Bntered: 10/18/2001)

1011872001 Receipt of Voluntary Petition Fee Paid Recetpt Nurber 000156877 Fee Amounth 200 (Wallis, Christy) (Entered: 10/18/2001)

10/19/2001 | 33 | Complant by Chad Bruce Beaty, Shannon Lynn Beaty against pro se GMAC. Filing Fee in the amount of $150.00 required.. (Parrish,
Matie) (Entered: 10/19/2001)

1071872001 Bankruptey Case Closed (Walkis, Chnsty) (Entered: 10192001}
1011972001 Order Dischargmg Debtor Signed on 10/19/2007. (Wallis, Chnsty) (Entered: 10/19/2001)
Figure 3b

[NOTE: Use the scroll bar to the right of screen to move docket sheet up or
down.]

STEP 3 To print docket, click on the Print button from the browser toolbar.

STEP 4 To view a specific document, click on the docket number
hypertext link.

Pacer Service Center Transaction Receipt will appear reflecting number of pages
that will be billed to you PACER account, click View Document to continue.

STEP 5 To view Notice of Electronic Filing, click on silver bullet next to
docket number hypertext link.

° The receipt type screen appears. See Figure 4.
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EECF Bankruptcy Adversary + Query + Reports +  Utlittes +  Logout Q;,

Select Receipt Type.

% Hiral Version
(" Text Version

Display Receint | Clearl

Figure 4

° Click appropriate radio button to Select Receipt Type

° Click Display Receipt to continue or Clear to reselect receipt type.

STEP 6 Notice of Electronic Filing screen appears. See Figure 5

EE F Bankruptcy . Adversary . Query  « Reports . utilities . Logout @’

Message—-Id: <106Z9Eareb.uscourts.govs
Subject: 1:01-hbk-10625

"W oluntary Petiton (Chapter 13)"

***NOTE TO PUBLIC ACCESS USERS ***You may view the filed documents once without charge. To avoid later charges, download a copy of each
idocument during this first viewing.

Motice of Bankruptey Case Filing
The following transaction was recetved from Fitzgerald, Linda on 10/17/2001 at 9:56 AW CDT

Case Name: Dratzy Duke
Case Number: 1:01-bk-10628
[Document INumber: 1

Docket Text:
Chapter 13 Voluntary Petition. Filing fee in the amount of $185.00 recquired. Filed by Eent Pray on behalf of Daisy Duke. (Fitzgerald, Linda)

The following document(s) are associated with this transaction:

1:01-bk-10628 Notice will he electronically mailed to:
1:01-bk-10628 Notice will not he electronically mailed to:

K ent Pray

[PRATY LAW FIED

[.C. Box 94224

Meorth Litile Reock, AR 72150

Figure 5

To print, click Print button from browser toolbar
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Calendar Events

The Calendar Events Report displays a report of events scheduled for the date,
time period, etc., selected. The report will show the first proceeding that set the
hearing date, or, if the proceeding that set the hearing date is related to an earlier

proceeding, the earlier proceeding will print.

STEP 1 Select Reports from the main CM/ECF menu, click on Calendar
Events Report hypertext link from the Reports menu. Selection

Criteria Screen appears and allows the user to specify what
information to include in the report.

[NOTE: You will be asked to enter your PACER login and password to view
case information if you are not already logged into PACER.] See Figure 1

PACER Login

Motice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry i=s prohibited
subject to prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and passwaord for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and password. If you do not have a PACER login, contact the
FPACER Sewice Center to establish an account. You may register online at

http:#pacer psc. uscourds gov or call the PACER Service Center at (800) 676-6856 or (210) 301-6440

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inquiries will be charged to
your PACER login that is kept on file. If you do not need filing capabilities, enter your PACER login and
password. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thirty two alphanumeric characters long.

Authentication

Login: I
Passward I

Client code |

™ Make this my default PACER login

Reset

Figure 1

After you have logged in, the Calendar Event screen appears. See Figure 2

=
Bankruptcy . Adversary . Query - Reports . Utilities . Logout ‘,\;

Calendar Events

Case numherl

Office EEEERIEION - |

Helena (2)
Joneshora (31 =]

Calendar [YTEEES <] Set[10/ze/2001 | to
events |347 Meeting

341 mestingch 13 =] ¢ Both © AWM ¢ PM

Time|[ ¢ AM © PM

Sort by ITImE 'I
Run Report Clear

Figure 2
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The Selection Criteria fields include:

° Case number - click in box and type a specific case number (include
dash)
° Office - select and click on an appropriate divisional office, to select two

or more, press down <Ctrl> key, then click on selection (s)

° Calendar Events - click to select a specific hearing event, to select two or
more, press down <Ctrl> key, then click on selection (s)

° Set - click in box and enter a beginning and ending date for report to
display.
° Click appropriate radio button to select generic time period for display -

Both, AM, or PM, if searching for a specific time, leave unselected.

° Time - click in dialog box and type a specific time of hearing (include
colon) or leave blank if using radio button select above.

° If searching on a specific time, click radio button to select AM or PM.
o Sort - click on the right of the field and select appropriate sort option.
STEP 2 Click on Run Report to continue or Clear to reset search criteria.

Calendar Events report screen appears. See Figure 3

EE F Bankruptcy D Adversary . Query  « Reports + Utilities + Logout

U.8. Bankruptey Court
Arkansas Eastern/Western Test Database
Calendar Events Set For 10/1/2001-10/31/2001

10/01/2001
0%:00 Ahf
1.01-bk-10295 Steven Avery  Chapter: 7
Andrea Redmon representing Steven Avery (Debtor)
Eichard Ramsay (Trustee)
*J Meeting of Creditors (Chapter 7) IndividualToint. Trustee Richard Ratsay added to the case. 341(a) meeting to be held on 10/1/2001 at
09:00 AW at T3 Trustee's Office Room 203, Last day to oppose discharge or dischargeability iz 11/30/2001.

10:00 AL
1.01-blk-10172 Bobert Smith and Wildred Smith  Chapter: 13
Raymond Weber representing Robert Smith (Debtor)
Raymond "Weber representing Wildred Smth (Debtor)
Joyce Bradley Babm (Trustee)
@ Meeting of Creditors (Chapter 13) ConsumenM™on-Business. Trustee Joyce Bradley Babin added to the case. 341(a) meeting to be held on
10/1/2001 at 10:00 AN at 7.5, Trustee's Office Roem 203.60

Figure 3
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STEP 3 To print report, click on Print button from browser toolbar.

STEP 4 To see related entries, click on silver bullet next to hearing
description. See Figure 4

= W Motion to &void Lien ith World Wide Jns. C. Filed by Kezt Pray on behalf of Debbie Sherwin

Figure 4

The Related Proceedings Report appears. See Figure 5

EECF Bankruptcy . Adversary s+ Query Reports  + Utilities +  Logout ??

Related Proceedings Report

Case Number: 1-10447 Dehhie Sherwin (docket entries only)
FeeDueRlf

AddPty
FeeDueINST

Filing Date # Docket Text
092772001 8 Motion to Avord Lien with World Wide Ins. Co. Filed by Kent Pray on behalf of Debbie Shervan. (Parrish, hane)

Related Proceedings:
Filing Date # Docket Text

092772001 Hearing Scheduled for(related document(s)[8])a Motion to Avoid Lien with World Wide Ins. Co.. Hearing scheduled for /2812001 at 0930 AW at
Bateswille Drwision. (Partish, Marie)

Calendar Text:

Figure 5

STEP 5 To view documents from Related Proceedings Report, click on
document number hypertext link. See Figure 6

0= § Motonto Aveid Lienwith Warld Wade ins, Cin. Fled by Keat Pray on behalf of Debbie Sherwin (Parmsh, Mar)

Figure 6
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[PACER Login screen will appear if you are not already logged into PACER.]

Enter PACER login, password and a client code
If already logged into PACER, proceed to Step 6

STEP 6 Pacer Service Center Transaction Receipt will appear reflecting
number of pages that will be billed to your PACER account, click

View Document to continue.
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Creditor Mailing Matrix

The Creditor Mailing Matrix report displays the list of creditors for a specific case.
The list contains those creditors uploaded at case opening and may or may not
include parties that have filed/docketed a pleading to the case.

STEP 1 Select Reports from the main CM/ECF menu, click on Creditor
Mailing Matrix hypertext link from the Reports menu. Selection
Criteria Screen appears.

[NOTE: You will be asked to enter your PACER login and password to view case
information if you are not already logged into PACER.] See Figure 1

PACER Login

Motice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry i=s prohibited
subject to prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and passwaord for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and password. If you do not have a PACER login, contact the
FPACER Sewice Center to establish an account. You may register online at

http:#pacer psc. uscourds gov or call the PACER Service Center at (800) 676-6856 or (210) 301-6440

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inquiries will be charged to
your PACER login that is kept on file. If you do not need filing capabilities, enter your PACER login and
password. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thirty two alphanumeric characters long.

Authentication

Login: I
Passward I

Client code |

™ Make this my default PACER login

Reset

Figure 1

After you have logged in, the Calendar Event screen appears. See Figure 2
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EECF Bankruptcy Adversary + Query +  Reports +  Utlittes +  Logout ?;w

Creditor Mailing Matrix

{ase numberl

Special mailing group 0 (Highlighi blank field for no special mailing group)

Format # 1 column

" raw data format
Run Report | M
Figure 2
° Enter case number
° Click to select appropriate Format radio button
° Click Run Report or Clear to reset search criteria
STEP 2 Search Results screen appears listing creditors for case specified.
See Figure 3

EEC F Bankruptcy . Adversary . Query Reports . Utilities  « Logout Q ]

Search Results

Case Number:  4:01-bk-10099

Allstate Insurance
P.O. Box 650562
Dallas, T 75265

Alterier Booker

cfo Gordon Cooper
251 Meeker Avenue
Newark, M7 07112

Associates
P.O. Box 200067
| Addington, T 76006

Figure 3

STEP 3 To print, click on Print button from the browser toolbar.
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Query

The Query provides all pertinent information regarding a bankruptcy or adversary
proceeding case in CM/ECF such as; creditors, related transactions, Judge
information, Hearing information, associated cases, etc.,

STEP 1 Select Query from the main CM/ECF menu.

[Note: You will be asked to enter your PACER login and password to view case
information if you are not already logged into PACER.) See Figure 1

PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited
subject to prosecution under Title 18 of the LS. Code. All activities and access atternpts are logged

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and password. If you do not have a PACER login, contact the
PACER Service Center to establish an account. You may register online at

http #fpacer. psc.uscourts. gov or call the PACER Service Center at (800) B76-6856 or (210) 301-5440

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inguiries will be charged to
your PACER login that is kept on file. If you do not need filing capabilities, enter your PACER login and
password. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thity two alphanumeric characters long

Authentication
Login: I
Paszsword I

Client code: |

I Make this my default PACER login

Fieset |

Figure 1
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After you have logged in, the Query screen will appear. See Figure 2.

EECF Bankruptey — + Adversary ¢+ Query +  Reports +  Utiities +  Logout
Query

Search Clues

Case Number |1-01-bk-10587 (Excample: 93-80013)

Lagt Mame ~ |Landan {Examples: Desata, Des™)
First Name Middle Marme

350
Type M
Fun Query M

—
—

Tax ID

Figure 2

The search criteria fields include:

° Case Number, Last, First and Middle Name, Social Security Number

(SSN),Tax ID, Party Type)

[NOTE: Provide the system with as much information as possible, this will make
the search more precise]

STEP 2 Click on Run Query to continue or Clear to reselect criteria. The

Case Information screen appears. (See Figure 3)
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Bankruptcy . Adversary +  Query Reports  « Utilities +  Logout @@-
L

1:01-hk-10:387 NMichael Landon
Case type: bk Chapter: 7 Asset: Mo Vol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filing: 11/26/2001

Query
Aliases HistoryDocuments ...
Associated Cases Iotice of Bankruptcy Case Filing
Attormeys Parties
Case Summary Related Transactions .
Creditors .. Status

DeadlinesiHearings ... Trustee

Docket Report .
Filers

Figure 3

STEP 3 To view case information, click on the hypertext link to access a
particular category.

Aliases

Bankruptcy ' Adversary ¢ Query + Reports +  Utiites +  Logout

1:01-bk-10887 Michae! Landon
Case type: bk Chapter: 7 Asset: No Vol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filing: 11/19/2001

Parties with aliases

Michael Landon aka  Little Joe Landon
1 Ponderosa Trail

Litfle Rock, AR 72201

SN 987-45-9654

(%)

Associated Cases

Bankruptcy 0 Adversary  + Query +  Reports +  Utlities +  Logout

1:01-hk-10587 Miches! Landon
Case type: biz Chapter: 7 Asset: No Vol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filmg: 11/19/2001

Associated Cases

| Case | Associated Case | Type
|101-5k- 10587 Michael Landon 101-ap-01133 hrkle v GMAC Adversary
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Attorneys

2
|‘ Bankruptcy Adversary ¢ Query - Reports  » Utilities  » Logout

1:01-bk-10587 Michael Landon
Case type: bk Chapter: 7 Asset: No Vol: v Judge: Mary D. Scott
Date filed: 107122001 Date of last filing: 11/1%/2001

Attorneys

Whit Louis Light

123 University Ave T Ford Mator Credit
Litle Rock, Ar 72201 fcr)

Aszigned: 100212001

Kent Pray

PRAY LAW FIFM

PO Box 54224

Horth Little Rocl, AR 72150
Aszigned: 100212001

Michael Landon
. 1 Ponderosa Trail
TEQIESENMNE B 7ivte Rock, AR 72201

()

Case Summary

Bankruptcy Adversary . Query Reports . utilities . Logout

1:01-bk-10587 Michael Landon
Case type: bk Chapter: 7 Asset: Mo Vol: v Judge: Mary D Scott
Date filed: 10/12/2001 Date of last filing: 11/15/2001

Case Summary

Office: Batesville Filed: 1071272001
County: Pulaski Terminated:

[Fee: Paid Discharged:

Reopen: 0 Reopened:

[Previous Term: Converted:
Disposition: Dismissed:

Joint: o

Flags: &ddPty, FeeDuellIST, FeeDueRIF
Trustee: Warren E. Dupwe  City: Joneshoro Phone:Email: dupwepa@nccinternet.com
Party 1: Michael Landon (987-45-9654) (db)

Atty: Kent Pray  Represents party 1: db

Creditors

| EE F Bankruptcy Adversary . Query - Reports . utilities . Logout

1:01-bk-10587 Michael Landon
Case type: bk Chapter: 7 Asset: INo Vol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filing: 11/13/2001

Creditors

Allstate Insurance
P 0. Box 650562 (cr)
Dallas, TX 75265

Alterier Booker
cfo Gordon Cooper
251 Meeker Avenue
Newark, NI 07112

(er)

Associates
P.O. Box 200067 (e1)
Aslington, T 76006

Eastern & Western Districts of Arkansas December 11, 2001
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Deadlines/Hearings
Bankruptcy Adversary + Query + Reports + Utilities ~ « Logout ?
1:01-bk-10587 Michael Landon
Case type: bk Chapter: 7 Asset: o Yol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filing: 11/15/2001
Deadlines/Hearings
Dl Deadline/Hearin, Mt Due/Set  Satisfied| Terminated
Fa. 2 Filed
2 | Objection to Discharge Due 1041242001 |01/08/2002
& Order Due 11/19/2001 | 11/20/2001
2 | 341 Meeting 10/12/2001 |11/08/2001
at 10:00 AN
12 | Show Cause Hearing 10/12/2001 | 11/02/2001 111%/2001
at 10:00 AN
9 |@ Hearing 10/12/2001 |11/01/2001
at 10:00 AL

Docket Report

il
Bankruptcy . Adversary - Query - . Utilities . Logout ?

FeeDueRIf, FeeDuelNST, AddPty

U.S. Bankruptcy Court
Arkansas Eastern/Western Test Database (Batesville)
Bankruptcy Petition #: 1:01-bk-10587

Assigred to: Mary T Scott
Cliergitzr @ Pate Filad: 10/12/2001
Woluntary
Mo asset

Michael Landon

1 Ponderosa Trail Kent Pray

Litile Rocle, AR 72201 FRAY LAW FIRM

SEM: 987-45-9654 represented by P.O. Box 94224

Debtor Merth Little Rock, AR 72130
ekt

Little Joe Landon

Warren E. Dupwe

T.5. Bankruptey Trustee
300 W Jefferson
Jonesboro, AR 72401-2751

Trustes
Filing Date = # Daocket Text

1111942001 Hearing Held Granted. Order to be subsmitted by Jim Dovwden (Littrell, Angela) (Enered: 111%/2001)

1111872001 13 | Cormplaint by susan hinkle against GMAC. Filing Fee in the amount of $130.00 required.. (Parrish, E.) (Entered: 11/18/2001)

1011212001 Hearng Scheduled {related document(s)¥h{otion to Avord Lien with Ford Motor Credtt). Hearing scheduled for 11712007 at 10:00 AB
at Judge Scott's Courtroom. (Eckl, Debby) (Entered: 10/12/2001)

1011212001 Receipt of Voluntary Petition Fee Paid Receipt Mumber n/a Fee Amount§ 0. (Fckl, Debby) (Entered: 10/12/2001)

101122001 Recemt of Voluntary Petition Fee Paid Receipt Mumber 123654 Fez Amount§ 50 (Bckl, Debby) Entered: 10/12/2001)

Eastern & Western Districts of Arkansas December 11, 2001
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Filers

Bankruptcy Adversary  + Query +  Reports +  Utiites +  Logout

1:01-bk-10587 Michzel Landon
Case type: bk Chapter: 7 Asset: Mo Vol: v Judge: Mary D. Scott
Date filad: 10/12/2001 Date of last filing: 11/19/2001

Filers
Name Type | Added Terminated
James Cox ay | 101272001
Watren & Dupwe (1011272001

o=

Ford Motor Credit e 10122001
Michael Landon db (1071272001

History

Bankruptcy . Adversary +  Query = Reports Utilities  » Logout

1:01-bk-105387 Michael Landon
Case type: bk Chapter: 7 Asset: Mo Yol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filing: 11/1%/2001
History
Dac. e Private| Type Docket
No. et DB Event | Subtype PartID
- |Filed: 10/12/2001 @ Receipt of Veluntary Petition Filing Fee rmise 13
Entersd: 107122001 volpff
- |Filed: 1071272001 @ Receipt of Veoluntary Petition Filing Fee jrilki 13
Hantared:  10/12/2001 volpff
- |Filed: 101272001 @ Hearing (Document) Sched/CentResched court 30
Eatered:  10/12/2001 hrg
1 |Filed: 101272001 @ Veluntary Petition (Chapter 7) bk 3
Ertered:  10/12/2001 volp7
2 |Filed: 10/12/2001 @ Meebing of Creditors (Chapter 7) IndividualiToint notice |/
Entered:  10/12/2001 1158
3 |Fuled: 1071272001 @ Application to Pay Filing Fees in Installments motion. |9
Brtered:  10/12/2001 aplcmst
Terminated: 10/12/2001

Bankruptcy . Adversary  + Query +  Reports «  Utlitiess +  Logout

1:01-bk-10387 Michael Landon
Case type: bk Chapter: 7 Asset: No Yol v Judge: Mary I Scott
Date filed: 10/12/2001 Date of last filing; 11/13/2001

Judge

Mary D. Scott
ASSIGNED: 1071202001

Eastern & Western Districts of Arkansas December 11, 2001
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Motions Report

Bankruptcy Adversary query - Reports Logout

Bankruptcy
Motions Report

U.S. Bankruptcy Court - Arkansas Eastern/Western Test Database

11/19/2001
Case/Number
. . Motion Response  Response Reply  Hearing
Document# Motion/Application e = P o e

1:01-bk-10587 Michael Landon
Mary D. Scoett
8 By or Ford Motor Credit | 1o/12/2001
Motion for Relief from Stay re: 1998 Ford Bscert . Filing fee in the amount of $75.00 required
or in the alternative Iotion for Adequate Protection
9 By pty Iichael Landon , 10/12/2001 11/01/2001 set
Motion to Avoid Lien witk Ford Motor Credis

Total number of motions reported: 3

Notice of Bankruptcy Filing

Adversary ) Reports : Logout

United States Bankruptey Court
Arkansas Eastern/Western Test Database

Notice of Bankruptcy Case Filing

FILED
A bankruptey case concertung the debtor(s) isted below was filed under Chapter 7 of the United States Bankruptey Code on
10/12/2001 Electronically
10/12/2001

Michael Landon

1 Pondereosa Trail
Little Rock, AR 72201
SEM: 987-45-3654
aka

Little Joe Landon

The case was filed by the debtor's attorney:  The bankruptcy trustee is

Kent Pray Warren E. Dupwe

PEAY LAW FIRM 1.5, Bankruptcy Trustee
P.0. Box 94224 300 W, Jefferson

MNorth Little Eock, AR 72190 Jonesboro, AR 72401-2751

[The case was assigned case number 01-10587 to Judge Mary D. Scott.

Parties

Bankruptcy Adversary Query Reports Logout

L1IUL-BKE-1U3S / Maichael Landon
Case type: bl Chapter: 7 Asset: e Vol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filing: 11/19/2001
Parties
James Cox
Attorney at Law
12 Any Street
Little Rock, AR 72201
Added: 1071272001
sy
Warren E. Dupwe
17.5. Bankruptcy Trustee
300 W Jefferson
Jonesboro, AR 72401-2751
dupwepa@necinternet. com
Added: 10/ 2/2001
(2]
Ford Motor Credit Whit Louis Light
Added: 1071272001 e by 123 Tniversity Awve
fend Little Rocle, Ar 72201
Assignad: 1071 2/01
T Pondoros ool Kot Pray
Little Rock, AR 72201 IRRALY AN IS
e represented by P.O. Box 94224

Eastern & Western Districts of Arkansas December 11, 2001
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Related Transactions

= 2)
UECF Bankruptcy Adversary ¢+ Query « Reports  « Utilities ~ » Logout ?

1:01-bk-10587 Michael Landon
Case type: bk Chapter: 7 Asset: No Vol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filing: 11/26/2001

Related Transactions

Note: Bach selected transaction in this case is shown below in a box with any other transactions to which it is related.

Doce. No. Event Name Event Filed Ev.ent
Terminated
I 3 Voluntary Petition (Chapter 7) 10/12/2001 |
|2 2 Meeting of Creditors (Chapter 7) Individual/Joint 1071212001 |
4 3 Application to Pay Filing Fees in Installments 10/12/2001
Application to Pay Filing Fees in Installments 10/12/2001 10112/2001
Status

Bankruptcy Adversary ¢ Query + Reports Utlittes +  Logout

1:01-bk-10587 Michael Landon
Case type: bk Chapter: 7 Asset: Mo Vol: v Judge: Mary D. Scott
Date filed: 10/12/2001 Date of last filing: 11/26/2001

Pending Statuses

There Are No Pending Status Records For This Case.

No statuses have heen terminated for this case.

[Note: If the case you query has pending statuses, they will appear in your
search results.]

Eastern & Western Districts of Arkansas December 11, 2001
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Trustee

. ")
UECF Bankruptcy Adversary  + Query +  Reports »  Utlities «  Logout ?

1:01-bk-10587 Michasl Landon
(ase type: bk Chapter: 7 Asset: o Val: v Judge: Mary D Scott
Date filed: 10/12/2001 Date of last filing: 11/1%/2001

Trustee

Warren E. Dupwe

T3, Bankruptey Trustee
300, Tefferson
Jonesboro, AR 72401-2751
dupwepa@nccintemet com
ASSIGNED: 10212001

(i)

Eastern & Western Districts of Arkansas December 11, 2001
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CM/ECF Glossary

Adobe Acrobat

Application used almost universally to create and view "PDF” documents.
"Adobe" created the "PDF' format.

Attachment

An additional supporting document filed electronically with a pleading. Proposed
orders can be attachments to motions and applications.

Automatic E-mail Notification

A CM/ECF feature that permits any user to receive notification of the filing of a
case or document via e-mail. Users can choose to receive separate notifications
throughout the day or an end-of-day summary.

Browse

A Windows operation of navigating through directories via a mouse to select a
specific file.

Browser

A browser is a software program which provides a user-friendly interface
allowing a user to access information and services available on the Internet. The
browser programs interpret Hypertext Markup Language (HTML) documents
delivered from WEB servers. Netscape Navigator and Internet Explorer are the
two most popular WEB browsers. Only Netscape Navigator is guaranteed to
work with CM/ECF.

Category
In CM/ECF, a category is a classification of similar document types. Category
selections appear as hypertext links under the Bankruptcy and Adversary menu
selections.

CBT
A CBT (computer-based training) is an on-line learning application accessed

over a local area network (LAN) or from a CD. When a CBT is accessed over
the Web, it is referred to as web-based training or a WBT.

Eastern & Western Districts of Arkansas September 5, 2001
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Check Box

A control object a user can click to include choices from a list. Check boxes are
designed so that you can chose one or more items from a list.

CM/ECF

Case Management/Electronic Case Filing is the Administrative Office’s new

application that will revolutionize the way we do business, completely replacing
BANCAP and NIBS with "next generation" case management capabilities. With
CM/ECF attorneys can file cases and documents electronically via the Internet.

Default

A Default is a common suggested value displayed by CM/ECF on a screen. Like
BANCAP, many fields in CM/ECF have common values suggested. If correct,
you may accept them; if incorrect, you type over them.

Document Type

In CM/ECF, Document Type describes a specific filing or event with similar
characteristics within a case which behaves uniquely from other document types.

Drop Down Box

A window listing selections of data alphabetically in a text box. They are used
throughout CM/ECF for making selections. When you see the selection you want
to make, click to highlight it. To make multiple selections, hold your control key
down when making the second (third, etc.) selection.

Hypertext (HTML) Link

A hypertext link is a URL imbedded in an html (hypertext markup language)
document most often underlined. It permits the user to move from one area (or
topic) to another in a Web based program.

MR

An MR, or software modification request, is the formal method used in the courts
by users to ask for changes in the program. Changes can be either
enhancements or the discovery of a functional program error. MRs are
submitted via the Intranet at the TTSD website, http://156.132.84.151/mrdb/.

Eastern & Western Districts of Arkansas September 5, 2001
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Notice of Bankruptcy Case Filing

A CM/ECF document that is generated at case opening with all the substantive
information of the case. The Entry Date appears on the local court seal displayed
on this formal notice. When the petition is submitted by an attorney both the date
and the time of filing appear. This official document can be used to enforce
collection and foreclosure activities of creditors.

Notice of Electronic Filing

An electronic document produced by CM/ECF which certifies filing of all
documents and claims with the U.S. Bankruptcy Court. All parties requesting
electronic notification can be sent this certification via electronic mail.

PDF Document

A "Portable Document Formatted" document is a type of imaged document
created by Adobe Acrobat. To be filed in CM/ECF, all documents must be
in"PDF" format with the exception of the creditor list (matrix) which must be
uploaded in a text (.txt) format

Radio Button

A round selection button used to choose items from a list.
Radio buttons are designed so that you can chose only one item.

URL

URL is short for Universal Resource Locator. URLs are the naming scheme
used to find Web pages. A URL is similar to a street address. The URL for
SDSD is http://156.132.84.151/. The URL for the Arkansas Bankruptcy court is
www.arb.uscourts.gov

Eastern & Western Districts of Arkansas September 5, 2001
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United States Bankruptcy Court
Eastern & Western Districts of Arkansas

Glossary of Events by Category (Attorney)
Last revision: November 24, 2004

Adversary Proceeding: Answers

Answer to Complaint

Answer to Counterclaim

Answer to Cross claim

Answer to Third Party Complaint

Adversary Proceeding: Complaint & Summons

Amended Complaint

Complaint - DO NOT USE
Counterclaim

Cross claim

Notice of Removal

Registration for Foreign Proceeding
Summons Service Executed
Summons Service Unexecuted
Third-Party Complaint

Adversary Proceeding: Miscellaneous

Affidavit

Amended Answer
Brief/Memorandum of Law
Exhibit/Witness List

Pre-Trial Statement

Request for Admission/Documents
Response

Satisfaction of Judgment
Subpoena

Support Document

Adversary Proceeding: Motions

Amend/Modify/Alter
Appear Pro Hac Vice
Change Venue of Hearing
Compel/Enforce

Comply



Compromise Controversy
Consolidate

Contempt

Continue Hearing

Default Judgment

Defer Fee

Dismiss Adversary Proceeding
Dismiss Party
Dismiss/Withdrawn /Rescind/Terminate Document
Examination

Exparte Relief

Expedite Hearing
Extend/Enlarge or Shorten Time
Joint Administration

Jury Trial

Leave to Appeal

Miscellaneous Relief

More Definite Statement
Preliminary Injunction
Protective Order

Quash/Strike

Reconsider

Recusal

Reinstate Case

Reinstate Document

Remand

Re-Open Adversary

Sanctions

Set Hearing

Stay

Stay Pending Appeal

Strict Compliance

Substitute Attorney

Summary Judgment

Transfer Adversary Case to Another Division
Transfer Adversary Case to Another Bankruptcy Court
Withdraw as Attorney
Withdrawal of Reference

Adversary Proceeding: Notices

Notice of Cancelled Hearing
Notice of Hearing



Notice of Stipulated Dismissal in an Adversary Proceeding
Notice to Take Deposition

Bankruptcy: Appeals

Addendum of Record on Appeal

Appellant Designation

Appellee Designation

Certificate of Election

Cross-Appeal

Notice of Appeal

Notice of Appeal to 8" Circuit

Notice of Docketing Record on Appeal

Notice of Docketing Notice of Appeal

Notice of Referral of Adversary Proceeding to BAP
Notice of Request for Extension of time to File Transcript
Objection to Referral to BAP

Request for Transcript RE: Appeal

Statement of Issues on Appeal

Transcript RE: Appeal

Transmittal Memorandum (BAP)

Transmittal of Addendum - Appeal Record
Transmittal of Record on Appeal

Bankruptcy: Claim Actions

Creditor Request for Notices

Notice of Opportunity to Object to Claim Action
Obijection to Claim

Objection to Transfer of Claim

Reaffirmation Agreement

Transfer of Claim

Transfer of Claim (No Claim Register)

Transfer of Claim (No Waiver)

Withdrawal of Claim

Withdrawal of Claim (No Claims Register)

Bankruptcy: Creditor Maintenance

Enter Individual Creditors
Upload Creditor List



Bankruptcy: Miscellaneous Events

20 Largest Unsecured Creditors

Affidavit

Amended Schedules/Statement, Petition Page or Creditors (Except Ch. 13 Plan)
Brief/Memorandum of Law

Certificate of Service

Creditor List Received

Creditor Request for Notice

Declaration

Disclosure of Compensation of Attorney for Debtor
Document

Equity Security Holders

Exhibit/Witness List

Involuntary Petition - Chapter 7

Involuntary Petition - Chapter 11

Involuntary Petition - Add Alleged Debtor
Involuntary Summons Service Executed
Involuntary Summons Service Un-Executed
Notice of Appearance and Request for Notice
Notice of Change of Address

Notice of Intention

Notice of Opportunity to Object/Respond
Obijection to Debtor (s) Claim of Exemptions
Operating Report

Pre-Trail Statement

Proposed Findings of Face and Conclusions of Law
Reaffirmation Agreement

Request for Admission/Document

Request for SSN Modification

Schedules Filed

Statement of Compensation

Statement of Intent

Stipulation

Subpoena

Summary of Ballots

Summary of Schedules

Voluntary Petition ( Chapter 12)

Withdrawal of Document

Writ



Bankruptcy: Motions/Applications

Abandon

Accounting

Adequate Protection

Administrative Expenses

Allow Claims

Allow Payment Arrearage
Amend/Modify/Alter (Excluding Plan)
Appear pro Hac Vice

Appoint Creditors Committee
Appoint Trustee

Assume/ Reject

Avoid Lien

Borrow/Incur

Cancel Hearing

Change Venue of Hearing
Compel/Enforce

Compensation

Compensation 13 (Chapter 13 ONLY)
Comply

Compromise Controversy
Consolidate

Contempt

Continue Hearing

Continue Meeting of Creditors
Defer Fee

Deposit Funds into Court Registry
Dismiss Case (not Individual debtor)
Dismiss Debtor

Dismiss Party (other than debtor)
Dismiss/Withdraw/Rescind/Terminate Document
Employ

Examination

Exparte Relief

Expedite Hearing

Extend/Enlarge Exclusivity Period
Extend/Enlarge Plan Payments
Extend/Enlarge time to pay Filing Fee
Extend/Enlarge or Shorten Time
Final Decree

Hardship Discharge

Intervene

Joint Administration



Leave to Appeal

Limit Notice

Miscellaneous Relief

Modify Plan

Modify Plan and Add creditor

More Definite Statement

Pay

Pay Filing Fees in Installments
Preliminary Injunction

Prohibit use of Cash Collateral

Protective Order

Quash/Strike

Reconsider

Recusal

Refund of Fee

Reinstate Case

Reinstate Document

Relief from Co-Debtor Stay

Relief from Stay

Relief from Stay (AMENDED)

Remand

Reopen Chapter 11 Case

Reopen Chapter 12 Case

Reopen Chapter 7/13 Case

Sanctions

Sell

Set Hearing

Set last day to file Proof of Claim
Sever/Split/Deconsolidate Chapter 11 case
Sever Split/Deconsolidate Chapter 12 case
Sever/Split/Reconsolidate Chapter 7/13 case
Stay

Stay Pending Appeal

Strict Compliance

Substitute Attorney

Transfer Bankruptcy Case to Another Division
Transfer Bankruptcy Case to Another Bankruptcy Court
Use Cash Collateral

Vacate/Set Aside

Vacate/Set Aside Discharge
Waive/Excuse Appearance

Withdraw as Attorney

Withdrawal of Reference

Writ



abandon

adequate protection

convert case to 11

convert case to 12

convert case to 13

convert case to 7

dismiss case (NOT Individual Debtor)

Notices

Notice to Convert Chapter 12/13 to a Chapter 7
Notice Denying Discharge

Notice of Cancelled Hearing or Meeting
Notice of Filing

Notice of Hearing

Notice of Opportunity to Object/Respond
Notice of Voluntary Dismissal

Notice to Take Deposition

Objection/Response

Involuntary Answer
Objection

Response

Reply

Plan

Amended Chapter 13 Plan/Schedules
Amended Disclosure Statement

Chapter 11 Plan

Chapter 12 Plan

Chapter 13 Plan

Chapter 9 Plan

Disclosure Statement

Notice of Opportunity to Object/Respond
Objection to Confirmation of Plan
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Proof of Claim

When a proof of claim is filed in CM/ECF, the claim will be attached to the creditor
record of the claimant. One must first locate the creditor by searching the creditor
database and then enter the corresponding claim.

Most often the creditor filing the claim already resides in the creditor data base. If the
creditor cannot be located on the case or is in the database but has a different address
than the one listed for the creditor, they should be added to the creditor database
before filing the claim.

In the following exercise, the creditor is already on the case. Other lessons show how

to add creditors to the creditor database by adding each record separately.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

R
Bankruptcy  +  Adversary o+ Query + Reports » Utilies + Logout o

Bankruptcy Events
Claim Actions
Creditor Maintenarice...

File Claims

Objection/Response..
| Orders/Opinions...

Figure 2

L 2 Click on the File Claims hyperlink.

Eastern & Western Districts of Arkansas October 28 , 2002



CM/ECF- Creditor Proof of Claim - Page 2

STEP 3 The CREDITOR SEARCH screen will display. (See Figure 3.)

=
EE F Bankruptcy  «  Adversary - Query =« Reports - Utllities - Logout o_

Search for Creditor

Case Number |D1—1DD25

Wame of crediter |Allled |

Type of creditor |Credit0r =

MI Clear

Figure 3

* Click in the Case Number box and enter the correct case number
in YY-NNNNN format.

L 2 Enter the Name of creditor filing the claim. Additional search
clues are shown below.

Search Hints for Creditor Database:

Searching is case sensitive. (Smith not smith)
Include punctuation. (O’Brien or Garcia-Barrera)
Partial names can be entered. (Smi)

Significant words or names are effective. (Radio for Radio
Shack and Northwest Radiology)

5. Try alternate search clues if your first search is not
successful.

6. Wild cards are not required but may be used.

o=

NOTE: Do not change the default of Creditor in the Type of
Creditor box. When a matrix is uploaded into the system,
the Creditor Type field defaults to Creditor.

The Creditor Type must match the creditor information. If
creditors are stored on the database as a different
Creditor Type you will have to search by that Type. A
creditor with a Creditor Type of Notice of Appearance will
not be found unless the Creditor Type field is changed to
Notice of Appearance.

* Click [Next] to search the creditor database for this claimant.

Eastern & Western Districts of Arkansas October 28 , 2002
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STEP 4 The CREDITOR SELECTION screen will then display the
creditor(s) who match the search criteria. (See Figure 4a.)

)
EE F Bankruptcy  +  Adversary  + Query + Reports « Utilities + Logout ?
C £

Select a Creditor for Claim

Case 01-10025: Elija Tohanson

Allied Building Materials - 4082 Bookman Ave Ple;

Add Creditor

Mext | Clear

Figure 4a

NOTE: If no search criteria was entered in the search Name of

Creditor field, all creditors belonging to the case will be

found. Click on the drop-down arrow to display all of the
creditors (See Figure 4b.)

EE F Bankruptcy + Adversary + Query +« Reports + Utilities

+ Logout

Select a Creditor for Claim

Cage 01-10025: Elija Johanson

|2196 - Allied Building Materials - 40582 Bookman Ave. Pleasantville, 1A 99357 j

[2197 - Hank's Applince City - 3291 Cornfield Rd. Compatch, |4 255386
2195 - Imperial Landscaping, Inc. - 3010 Franklin Dr. Pleasantville, 14 99357
2062 - Pleasantville Savings & Trust - 9900 Business Ave. Pleasantville, |4 995587

M Clearl
Figure 4b

Select the desired creditor by clicking on it with your mouse if
using the drop-down select window.

If you are unable to find a creditor after using different search
criteria, the Add Creditor hyperlink allows you to add a creditor to
the case (refer to the Creditor Maintenance module for
instructions on how to add a creditor).

2 Click [Next] to continue adding a Proof of Claim.

Eastern & Western Districts of Arkansas October 28 , 2002
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STEP 5 The PROOF OF CLAIM INFORMATION screen displays fields for
each claim. (See Figure 5.)

=y
Reports - Utilities - Logout ?

Proof Of Claim Information For

1029320 - Allstate Insurance
P.O. Box 650562
Dallas, TX 75265

Case Number: e e Amends Claim #:  Duplicates Claim Filed By:
4:02-bk-11111 Tk ] " [Creditor [~
.. | Last Date To File Date Filed: . ~ Status:
Last Date To File: (Govt): 10/24/2002 Late: [ro =] =
Amount Claimed
Tnsecured Secured Priority Unknown Taiil] (Dl
[ [ [ Only)
Amount Allowed
Unsecured Secured Priority TUnknown isiil] (Disjpileyy
[ [ [ Only)
[ Description: |
Remarks: I
Mext Clear I
Figure 5
L 2 Enter the data in the appropriate fields for the claim. Do not enter

the “$” or commas in the dollar amount fields. Values default to
whole dollars. Decimals are accepted but not required.

L 2 An Amends Claim# field displays. If the claim being filed
indicates that it is an amendment to a previously filed claim, enter
the claim number of the previously filed claim in the box provided.

2 A Duplicates Claim# field displays. If it has been determined that
the claim being filed is a duplicate of a previously filed claim, enter
the claim number of the previously filed/duplicate claim.

2 The Late field defaults to No. Leave this field on the default of
No, even if it is apparent that the claim was filed late when
compared to the Proof of Claim Deadline.

* The Status field defaults to blank, but other options are: Allow,
Amendment, Expunge, Reclassify, Reduce and Withdraw. Leave
this field on blank.

2 There is an Amount Claimed and Amount Allowed section to
record. Do not enter Amount Allowed at this time. Both of these
amounts will appear on the Claims Register.

2 The Filed By field offers the options of attorney, creditor, debtor,
or trustee.

2 The Description and Remarks fields will appear on the Claims

Eastern & Western Districts of Arkansas October 28 , 2002
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STEP 6

Register. Both fields are 60 characters long.

The Total Amount Claimed and the Total Amount Allowed fields
total the values of Unsecured, Secured, Priority and Unknown. An
aggregate total of all claims is included at the end of the Claims
Register.

When you have completed this screen, click [Next] to associate
the PDF file of the claim with this filing.

The PDF Document screen displays. (See Figure 6a.)

= %
UECF Bankruptcy +  Adversary + Query + Reports « Utilities + Logout o_

Case 1:02-bk-11749
Select the pdf document (for example: C:1199¢v301-21.pdf).
Filename

| Browse... |

IAttachments to Document: « No © Yes

| Nextl C\earl

Figure 6a
A PDF image of the claim is required.

Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your mouse.

. To make certain you are about to associate the correct
claim file for this entry, right click on the filename with your
mouse and select Open. (See Figure 6b.)

Eastern & Western Districts of Arkansas October 28 , 2002
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File Upload

Lock in: | 3 PDF Files

R I e B 2

. | 0720dict T CREDDISK = sched2
@ =] 1019t EDocument Eschedéi
Higtory ﬂ 200argest E jointrnation E zchedh
' CANSWER T Mation TSCHEDD
ﬂ apptsuco E MHohicey olConvto? E SUMMONS
ﬂ appttr E MTCABM T volo Pagel
T BMC_ 341Nt T Order Select
ﬂ claimfrm FroafClai
[ complaint E REGABM w
. Copy of appttr E zchedl Print
ﬂ Copy of sched! E zched? :
Sean for Virases...
Make &vwailable Offline
File rarme: IProofCIaim Open With.
Files of type: IAII Files (%) Zend To » Cancel |
Fa
Figure 6b
. This will launch the Adobe Acrobat Reader to display the

image of the claim. Verify that it is correct.

. Close or minimize the Adobe application after verifying the
file, then click on the Open button on the File Upload
dialogue box. (See Figure 6c.)

File Upload HE
Look in: | 3 PDF Files - = E ek E
""" 07 20dict I CREDDISK T scheds
.... 1019kt ﬁ Diocument ﬁ schedd
ﬂ 20largest ﬂ jointraotion ﬂ schedd
T ANSWER T Mation T5CHEDD
ﬂ apptsuco E MoticetolCarmto? ﬂ SUMMOMNS
ﬂ appttr ﬁ MTCABM ﬂ volp Pagel
T BHC_ 341 ML T Order T volp Page?
E claimfrm ProofClaim
E complaint ﬂ REQABM
E Copy of appttr 'E sched]
a Copy of schedl ﬁ sched2
File name: IF'rc-ofI:Iaim =l Open
My Metwark P
) Files of type: I.F-\II Files [%.%] j Cancel |
&
Figure 6¢
2 The PDF Document screen will reappear displaying the complete

path of the associated PDF document that was selected. (See

Figure 6d.)
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NOTE:

STEP 7

EECF Bankruptcy +  Adversary + Ouery s+ Reports + Utlities + Logout

Case 1:02-hk-11749
Select the pdf document (for example; C:\199cv301-21.pdf).
Filename

IL:\CMECF Train- POF'si02-15263 clairr - Browse
Attachments to Doecument: « No © Yes

Figure 6d

PDF attachments to claims (contracts, invoices, or other
supporting documents) can be linked to this claim. To attach
supporting documents, click the Yes radio button to the right of the
Attachments to Document prompt to attach the PDF document.

Please note that the PDF file of this claim is not an
attachment. An attachment is other supporting document
or collateral information.

An attached document will be referenced in the docket
text separately, and the attached image will be accessible
by a separate hyperlink within the docket text.

Click [Next].
The NOTICE OF ELECTRONIC CLAIMS FILING is then produced

and displayed. (See Figure 7.) This claim is now part of the official
court record.

= o)
(5] Bankruptcy +  Adversary + Query -+ Reports + Utilities + Logout ?

Metice of Electronic Claims Filing

The following transaction was received from Gutierrez, Luis on 2/3/2001 at 1:57 PM CST

Case Name: Elija Johanson
Case Numher: 01-10025
Allied Building Materials
Creditor Name: 4082 Bookman Ave
Fleasantwille, L4 99887
Claim Number: 1

Total Amount Claimed: §1920.50

The followmg decument(s) are associated with this transachion:

Eastern & Western Districts of Arkansas October 28 , 2002
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2 Clicking on the case number hyperlink on the Notice of
Electronic Claims Filing will present the case docket report.

L 2 Clicking on the document number hyperlink displays the PDF
image of the claim itself. If the claim includes imaged
attachments, they will be accessible also through a separate
hyperlink.

[Document description: 2am Document

Original filename: O/CMECFE/PDF FilesProofClaim pdf

[Electronic document Stamp:

[STAMP blectZtamp_ID=981452479 [Date=2/%/2001] [FleNumber=7522-0] [95
be7d7c63abe 7867 ede 30a22f576e65314370f568 167944 9741495658 3e05bfde 385
22ebd 07 eads30528a4 1000cf4 e 29948688 c 14fde 5d56cad 0]

Figure 7
2 To print a copy of this notice, click the browser [Print] icon.
2 To save a copy of this notice, click [File] on the browser menu

bar and select Save Frame As.

2 To continue claims processing, click again on Bankruptcy,
File Claims. Your prior case nhumber will be preserved for
further claim entries to the same case. For a new case, simply
type in the new number and repeat the process outlined

above.
STEP 8 CLAIMS REGISTER
2 To run the Claims Register, click Reports on the Main Menu

Bar and then Claims Register hyperlink.
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Creditor Maintenance - Adding A Creditor

Click on the down arrow to reveal the list of creditors if more than one creditor displays.

If the creditor filing the claim IS NOT found on the list or

If the creditor is found, but the address different from the address on the
proof of claim

Click the ADD CREDITOR hypertext link; and proceed to STEP 1.

EECF Bankruptcy + Adversary + Query + Reports « Utilities

+ Logout

Select a Creditor for Claim

Cage 01-10025: Elya Johanson

21596 -

Allied Building Materials - 4082 Bookman Ave, Pleasantville, 1A,

Add Creditor

M Clear |

STEP 1 The Creditor Processing screen displays. (See Figure 1)
EECF Bankruptcy  » Adversary s+ Query + Reports + Utilities + Logout
Creditor Processing
Case Number
TESERRR] 99-12345, 1:99-bk-12345 or 1-99-bk-12345
Nextl Clearl
Figure 1
L Verify the case number.
u Click [Next].
STEP 2

The ADD CREDITOR screen displays. (See Figure 2)
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Add Creditor(s)

Case 4:02-bk-11111 already contains creditors!
Case number 4:02-bk-11111 Barry Joshua Barber
Name |
Address 1|
Address 2 |
Address 3 |
Address 4 |
Address S|
Type [Creditor =
Creditor commmittee ~ MNWNo & Yes
o Continue to Enter « Last Entry

M et I Clear I
Figure 2
L Verify the case number and name show on this screen.
L The system may warn that creditors already exist in this case. This is

expected. Continue to add the new creditor to this case.

u Enter the creditor name and address, EXACTLY as shown on the claim, in
the text boxes provided.

L The Type of creditor defaults to creditor. Accept this default.

L The Creditor Committee option defaults to No, indicating that this creditor
is not a member of the creditor committee. Accept the default on No unless
it is known that this creditor is a member of the Creditor Committee. Then
change the default to Yes.

L The radio button Continue to Enter is highlighted. If more than one
creditor needs to be entered, accept this default. If this is the only or last
creditor to be added, change the radio button to select Last Entry. This
means this will be the last creditor to be added at this time.

u Click [Next].

STEP 3 The Creditor Confirmation screen displays. (See Figure 3)
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STEP 4

STEP 5

Add Creditor(s)

Total Creditors Entered 1

Figure 3
The number of creditors added to the system displays. Verify this is the
correct number of creditors added.

If additional creditors need to be added, press the [Back] browser button,
change the option from ‘Last Entry’ to ‘Continue to Enter’, and click [Next].

Once all creditors have been entered, click [Submit]. Submit must be
clicked in order for any new creditors to be added to the case.

The Creditor Receipt screen displays. (See Figure 4)

Bankruptocy Acdversary

Creditors Receipt

|Case T™Number lo2z-11111
|T0tal Creditors Added to IDatabase |1

File A Proof Of Clairn

R cturn To Creditor MMaintenance Bvlerna

Figure 4

Click the FILE A PROOF OF CLAIM hypertext link to proceed with filing the
claim.

Eastern & Western Districts of Arkansas October 28 , 2002
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